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INSERT DATE CODE
	File No:  *

ADDRESS BLOCK

GREETING LINE

Thank you for your recent payment of *. However, your account still has an unpaid balance of *.

[bookmark: _GoBack]Please remit * by *, or your account will be closed, any outstanding orders will be cancelled, and this matter will be referred to a collection agency.

Please call me within the next three business days at 604-999-9999, so that we may discuss how to resolve this quickly.

Sincerely,




Mr. John Smith
Collections Officer
#500, 123 Main Street, Vancouver, BC  V4A 6K3 Phone: 604-999-1234 Fax: 604-333-1111
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