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REMINDER NOTICE

<Insert Date>

ATTN: <Insert Client Name>
<Insert Client Company or Business Name>
<Insert Client Address>

      

		RE: Reminder Notice for Overdue Account




		Dear <Name>,
We are writing to inform you that your account is in arrears. The automatic reschedule of your outstanding payments has been declined. We would appreciate you making payment of the current overdue amount of <$000000> as soon as possible.

	Description of Goods or Services
	Due Date
	Amount
	Overdue Days

	<INSERT name of program> Weekly Payment
	<DATE>
	<$00000000>
	<00 days>

	TOTAL AMOUNT PAYABLE
	
	<$00000000>
	







		Please note that failure to make payments can result in your access to the <INSERT Program Name> program being suspended as per your contract.
We are happy to discuss alternative arrangements and encourage you to send a payment proposal for consideration by emailing <INSERT your email address>
If you have made payment in the last few days, please disregard this letter.
[bookmark: _GoBack]
Yours Sincerely,




		






	    <INSERT YOUR SIGNATURE HERE>
	<INSERT your Name>
<INSERT your Title>
<INSERT your Company or Business Name>
Phone: <00000000> Email: <INSERT your email address>
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