
CLIENT LETTER #2 
 
 
 
Client 
Address 
 
 
 
 
Dear Client: 
 
We have been unable to elicit any response to our letters requesting payment on your past due balance 
of $______________.  As a reminder, our payment terms are net due upon receipt of statement. 
 
In order to minimize collection problems and avoid a negative reflection on your credit reputation, kindly 
forward a check promptly to our office. 
 
 
Sincerely, 
 
 
Collection Department 


