
HOW TO WRITE A COLLECTION LETTER TO CUSTOMER

Writing a collection letter requires you to follow the right step-by-step process and include the right language to give your
customer official.

The letter can be sent by post or you can fax it. Collection Letter Tips Tell the reason for your letter in the first
sentence Explain more about the first sentence in your second sentence Suggest a solution Thank the recipient
Your collection letter is a reflection of your business, so keep it professional and be sure to sign each letter
personally. If you can include postage on the payment envelope, that is better. This first collection letter
should contain the following information: Days past due Note previous attempts to collect Summary of
account Instructions- what would you like them to do next? Debt Letter The debt letter basically requests
payment from the debtor, but it is not sent before an invoice has become overdue. Unlike earlier letters, this
one should carry a demanding rather than a requesting tone. Please pay this amount today, I have enclosed a
stamped payment envelope for your convenience. Though the situation can be different but a letter of
collection should be drafted keeping in view the demand of the situation. Use simple language to clearly state
your intent, and refrain from making promises that you are not sure you can keep. It demands the subject of
debt to settle the unpaid bill, which is by default, within the certain time specified and informs the debtor
about the total debt value. Related Collection-Letter Articles. You should also state the current condition of
the customer's account. So if you need templates to use for any letter type, our page is the best answer. There
are many reasons why the customer has not paid on time, such as never receiving the invoice or missing
something important on the invoice. Don't make an empty threat, and don't send another letter asking for
payment. Still there are certain rules which should be followed while writing such a letter. Though it is usually
not necessary to send a letter acknowledging payment of an overdue balance, you may wish to do so if you
feel it is important to clear the slate or ease the customer's mind, or if the customer requests it. By Stacie
Heaps Professional Writer and Editor Consider offering a discount for early payment on products or services.
You may also like. In the course of business main challenge is to maintain and demonstrate good relation with
customers. The letter should address the recipient by name; date should be mentioned on the letter, as it will
be a proof of communication between the parties. Depending on the phase of the letters, one can contain either
a reminder with the total amount, a reminder with the total amount and a certain date used as a due date for the
default payment, or compiling information above, plus an optional starting date for court actions, if the debt is
not settled before this date. By giving them a chance for explanation before getting upset and pushy, you are
able to keep a great customer-vendor relationship. By now you have sent the invoice, sent due date reminders
and let them know when the invoice has gone past due. The collection letter should be signed by the sender,
better to stamp it. In this type of letter, you can remind or notify a customer that if you receive payment within
a certain period, you will give him or her a discount on the purchase. The more direct letter leads to fewer
misunderstandings. In fact, often it is the only way to collect payment. Don't hesitate to make the message as
personal and warm as possible. Gather all the facts about your customer's account and to encourage your
customer to pay the money owed.


