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THIS IS AN ATTEMPT TO COLLECT A DEBT
TOTAL AMOUNT DUE: {amount}
Dear {recipient name}:
You currently have an outstanding balance of {amount} with {your company name). I have enclosed a copy of {invoice number, statement number, etc.} for your review. {If you have made a prior attempt to collect this debt, note that attempt here.}
Please select one of the following payment options to resolve this matter:
Discounted Amount: {amount} to be paid by {date}.
Installment Payment Amount:
{amount} paid weekly
{amount} paid monthly
This demand for payment letter serves as formal notice to you and may be used in court as evidence of your failure to pay. You may be liable for attorney fees and court costs if legal recourse is required. Your credit may be affected if we turn this debt over to our collection agency or file a lawsuit. You can protect your credit history by choosing one of the options above to resolve this debt.
If you have any questions about the amount due, please contact me immediately at {your phone number) or {your email address}. We hope to resolve this matter quickly.
Sincerely,
{your signature}
{your name}

