To a regular client

Dear Mr Smith

ACCOUNT NUMBER 6251

As you are usually very prompt in settling your accounts, we wonder whether there is any special reason why we have not received payment of this account, which is already a month overdue.

In case you may not have received the statement of account sent on 31 May showing the balance owing of $10 050, a copy is enclosed. We hope this will receive your immediate attention.

Yours sincerely

Dear Mr Smith

ACCOUNT NUMBER 6251

As we have not received a reply to our letter of 5 July requesting payment of the above account, we are writing again to remind you that the amount still owing is $10 050.

No doubt there is some special reason for the delay in payment, and we should welcome an explanation together with your remittance.

Yours sincerely

Dear Mr Smith

ACCOUNT NUMBER 6251

We do not appear to have received replies to our two previous requests of 5 and 16 July for payment of the sum of $10 050 still owing on this account.

It is with the utmost regret that we have reached the stage when we must press for immediate payment. We have no wish to be unreasonable, but failing payment by 7 August you will leave us no choice but to place the matter in other hands.

We sincerely hope this will not become necessary.

Yours sincerely

Dear Mr Smith

ACCOUNT NUMBER 6251

We are surprised and very much regret that we have received no reply to the further letter we sent to you on 28 July regarding the long overdue payment of $10 050 on your account.
Our relations in the past have always been good. Even so we cannot allow the amount to remain unpaid indefinitely. Unless the amount due is paid or a satisfactory explanation received by the end of this month, we shall be reluctantly compelled to put this matter in the hands of our solicitors.

Yours sincerely

To a new customer
Dear Mr Jones
ACCOUNT NUMBER 4567

We regret having to remind you that we have not received payment of the balance of $5000 due on our statement for December. This was sent to you on 2 January and a copy is enclosed.

We must remind you that unusually low prices were quoted to you on the understanding of an early settlement.

It may well be that non-payment is due to an oversight, and so we ask you to be good enough to send us your cheque within the next few days.

Yours sincerely

Dear Mr Jones

ACCOUNT NUMBER 4567

On 18 February we wrote to remind you that our December statement sent on 2 January showed balance of $5000 due for payment by 31 January.

Settlement of this account is now more than a month overdue. Therefore we must ask you either to send us your remittance within the next few days or at least to offer an explanation of the delay in payment.
Your prompt reply will be appreciated.

Yours sincerely

Dear Mr Jones

ACCOUNT NUMBER 4567

It is very difficult to understand why we have not heard from you (We are surprised and disappointed not to have heard from you) in response to our two letters of 18 February and 2 March about the sum of $5000 due on December statement. We had hoped that you would at least explain why the account continues to remain unpaid.

I am sure you will agree that we have shown every consideration in the circumstances. Failing any reply to our earlier requests for payment, I am afraid we shall have no choice but to take other steps to recover the amount due.

We are most anxious to avoid doing anything through which your reputation might suffer. Therefore even at this late stage we are prepared to give you a further opportunity to put matters right.

In the circumstances, we propose to give you until the end of this month to clear your account.

Yours sincerely

