[L]Overdue Account—One Last Try







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our accounting department has turned your past due account over to me hoping that I could persuade you to bring it current prior to forwarding your file to our legal department.

When our firm extends credit, it bases its decision on that applicant's previous credit history and ability to pay. When you requested credit from us, you met all of these criteria. Today, however, your account has reached the critical stage.

You can avoid any additional costs if you mail your check in the amount of (amount) I must hear from you within five days.
Sincerely,

[Name]

[Title if applicable] 

[L]Overdue Account







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We are sorry to be contacting you under these circumstances. Unfortunately, we have been having difficulty recovering from the fire in our warehouse this past summer and as a result our account with you has fallen very far behind.


We want to remain a customer of yours and would like to discuss with you a plan to continue our business relationship while getting our account current.


I will call you soon to discuss a time to meet. Thank you for your patience.






Sincerely,







[Name]







[Title if applicable]

[L]Overdue Account—Legal action pending







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our accounting department has turned your past due account over to me hoping that I could persuade you to bring it current and avoid legal action.

Your account has reached the critical stage. You can avoid legal action if you call with your check number and mail your check in the amount of [amount] within five days.
Sincerely,

[Name]

[Title if applicable]

[L]Overdue Account—Last Notice







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We have repeatedly requested payment of [$], on your overdue account. Our demands for payment have been ignored. Accordingly, we shall turn this account over for collection within the next ten days unless payment or an acceptable proposal for payment is obtained. Enforced collection on this obligation may result in additional legal or court costs to you and may impair your credit rating.
Sincerely,

[Name]

[Title if applicable]

[L]Overdue Account—To Collection







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We have repeatedly requested payment to your overdue account. Our demands for payment have been ignored. Your account has been turned over for collection.

Enforced collection on this obligation may result in additional legal or court costs to you and may impair your credit rating.
Sincerely,

[Name]

[Title if applicable]

[L]Overdue Account







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This letter is a friendly reminder that your account with us is past due in the amount of [amount]. We value you as our customer, and are confident that this was simply an oversight on your part.

Perhaps you have already forwarded payment, and if that is the case, please accept our thanks. We know that everyone is busy, so if you have misplaced or forgotten about this obligation, please send us your payment now, so that you remain an account in good standing with us.

Please don’t hesitate to contact us if you have questions.

Sincerely,

[Name]

[Title if applicable]

[L]Overdue Account







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We know that you certainly can't enjoy hearing from us under these circumstances.  
I am, of course, referring to the fact that your account has fallen very far behind.

We want you to remain a customer of ours, to continue to buy our merchandise, and to know when we are planning an outstanding sale.

If you are unable to send us the payment, please give me a call at the above telephone number. Thank you.
Sincerely,

[Name]

[Title if applicable]

[L]Overdue Account







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This letter is to follow-up on our conversation of [date], when we called your attention to your account balance in the amount of [$].

According to our records we have not received either a reply to our letter or a remittance to clear this account. We extended credit to you on your account in good faith and expected payment under our normal thirty day terms which we feel are most reasonable.

So that no further action on our part will be necessary, we shall expect a remittance by return mail or the courtesy of a reply to our letter as to why payment is being withheld.
Sincerely,

[Name]

[Title if applicable]

[L]Overdue Account







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This letter is to follow-up on our conversation of [date], regarding you past due account balance in the amount of [$].


According to our records we have not received  a reply to our letter or a remittance to clear this account. We extended credit to you on your account in good faith and expected payment under our normal thirty day terms which we feel are most reasonable.


So that no further action on our part will be necessary, we shall expect a remittance by return mail or the courtesy of a reply to our letter as to why payment is being withheld.






Sincerely,







[Name]







[Title if applicable]

[L]Overdue Account 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Just a friendly reminder that your account with us is past due! We value you as our customer, and are confident that this was simply an oversight on your part.

Perhaps you have already forwarded payment, and if that is the case, please accept our thanks. We know that everyone is busy, so if you have misplaced or forgotten about this obligation, please send us your payment now, so that you remain an account in good standing with us.

Please don’t hesitate to contact us if you have questions.

Sincerely,

[Name]

[Title if applicable]

[L]Overdue Account







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]


Perhaps this is an oversight, but your account with us is currently overdue. I have enclosed a statement of your account, which shows a balance due of [amount].


If there is some reason why you have failed to remit your payment, please call us, and let's discuss the problem.


Thank you for your prompt attention to this matter.






Sincerely,







[Name]







[Title if applicable]

[L]Overdue Account







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Perhaps you have overlooked the fact, but your account with us is currently overdue. I have enclosed a statement of your account, which shows a balance due of [amount].

If there is some reason why you have failed to remit your payment, please call us, and let's discuss the problem.

Thank you for your prompt attention to this matter.
Sincerely,

[Name]

[Title if applicable]

[L]Overdue Account







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We feel that there must be a reason why you haven't answered any of our inquiries about your overdue account in the amount of [$].

If there is a problem regarding the enclosed bill, please telephone me at the above number, so that we can discuss your account with us. 


If this has been an oversight, please use the enclosed envelope to mail us a check for the full amount today.

Thank you for your anticipated cooperation in the prompt handling of this matter.
Sincerely,

[Name]

[Title if applicable]

[L]Overdue Account







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

You have been a good customer and it is unusual for your company to have an overdue balance with us. We feel that there must be a reason why you haven't answered any of our inquiries. We have contacted you several times regarding your overdue account in the amount of [$].


If there is a problem regarding the enclosed bill, please telephone me at the above number, so that we can discuss your account with us. Your history with us is so positive that we would like to assure you we hope to help you get beyond this rough point. 



Thank you for your anticipated cooperation in the prompt handling of this matter.






Sincerely,







[Name]







[Title if applicable]

[L]Complaint Response--Service







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for your letter. We are sorry to hear that you have been experiencing problems with our service.


I have addressed the problem with the team that services your vehicles. They suggested perhaps a different cleaning product would help. They have ordered a new product and have instructions to use it on the next vehicle from your company.

No one has brought this up before so we are grateful that you brought the issue to our attention.


Again, I am sorry that you experienced this difficulty and wish to thank you for your patience. We value your business and appreciate your using [name of service company].






Sincerely,







[Name]







[Title if applicable]

[L]Complaint Response--Product







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for your letter dated [date]. We are sorry to hear that you have been experiencing problems with your [product].

Normally we ask that customers contact their dealer in the event of a problem, but we understand that it is not possible in this situation. Therefore, please carefully
pack the unit in its original carton and send it to us, our Quality Assurance Team will put it through a thorough examination to determine the source of the problem.

If it turns out to be a minor adjustment, we‘ll repair it and return the (product) to you within thirty days. If our determination is that the unit is defective, we will send you an immediate replacement.

Again, I am sorry that you experienced this difficulty and wish to thank you for your patience and for purchasing our (product).
Sincerely,

[Name]

[Title if applicable]

[L]Complaint Response—Service Delay







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We received your inquiry regarding the delay in your service. We have had to put all of our resources into an unexpected job due to a fire at one of our customer’s establishments.

As soon as we get that job under control, we will pull staff from there to service your building. I will be in touch to let you know when we will be there. I expect it to be in just about 10 days.

 
Thank you for your patience in this matter.

Sincerely,

[Name]

[Title if applicable]

[L]Complaint Response—Delivery Time







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We received your inquiry concerning the delivery date of your order. At this time we cannot fill your order due to an unexpected shipment delay from our overseas suppliers.


We will hold your order for arrival of the merchandise, and ship shortly thereafter. Unfortunately, we cannot provide you with a specific shipping date at this time.


Thank you for your order, and thank you for your anticipated patience in this matter.







Sincerely,







[Name]







[Title if applicable]

[L]Complaint Response--Nondelivery







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We have received your letter acknowledging receipt of the items we mailed to you and noticing us to cancel shipment of your order for those items which are back
ordered.

We will be issuing you a refund as soon as we have completed the necessary paperwork for your account.

We’re sorry that you were not satisfied with the shipping dates for your order. We understand that these were gifts and the unavoidable delay by the manufacturer was not acceptable to you. We would like to take this opportunity to thank you for shopping with us.  Our new catalog should be arriving shortly, and I believe you will be pleased by some of the beautiful choices our buyers have made this season. In anticipation of that, please accept the enclosed gift certificate for new purchases.

Thank you for your patience and understanding and for providing us with the opportunity to be of service to you.
Sincerely,

[Name]

[Title if applicable]

[L]Cancellation Response 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We have received your letter notifying us to cancel shipment of your order for those items that are back ordered.


We are proud of the quality of our products and hope the items you found to replace them are of the standard that our customers have come to rely on from us.


Our new catalog should be arriving at your home shortly, and I believe you will be pleased by some of the beautiful choices our buyers have made this season. In anticipation of that, please accept the enclosed gift certificate for new purchases as a thank-you for your past business. 










Sincerely,







[Name]







[Title if applicable]

[L]Refund Policy Complaint Response







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our office has received your letter regarding your dissatisfaction with our refund policies. Our Manager, [Name] is out of the office for the next two weeks so I wanted to acknowledge receipt of your letter dated [date]. It will be brought to [his/her] attention as soon as possible.


If I may be of any assistance during [Manager] absence, please do not hesitate to call.






Sincerely,







[Name]







[Title if applicable]

[L]Customer Service Complaint Response







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our office has received your letter expressing your dissatisfaction with our customer service policies. Our Manager, [Name] is out of the office for the next two weeks so I wanted to acknowledge receipt of your letter dated [date]. It will be brought to [Manager Name] attention immediately upon his return.

If I may be of any assistance during [Manager] absence, please do not hesitate to call.
Sincerely,

[Name]

[Title if applicable]

[L]Complaint Response







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for taking the time to fill out our questionnaire during your stay with us. We appreciate hearing from our customers, as your comments are vital for us to
continue improving our accommodations.


We are sorry you ended up with a smoking room instead of a nonsmoking room and that there were no nonsmoking rooms left when you brought it to our attention. We had an unexpected busload of visitors pull in right after you did and our rooms filled up immediately.
Thank you again for your comments. We have enclosed a coupon for 10% off the daily rate for your next stay with us. We look forward to having another chance to serve you.






Sincerely,







[Name]







[Title if applicable]

[L]Complaint Response







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for taking the time to fill out our questionnaire during your stay with us. We do appreciate hearing from our customers, as their comments are vital for us to
continue improving our accommodations.

The problems that you mentioned have been brought to the attention of our housekeeping department. While the lack of service you experienced is unusual and not the standard
of our motel, we’re sorry that you felt the situation was mentioned, but not acted on by our employees. We are sorry for the inconvenience and annoyance this incident caused.

Thank you again for your comments. We hope that you will give us another chance to serve you.
Sincerely,

[Name]

[Title if applicable]

[L]Complaint Response—Correct Order Sent 








[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for your letter. We are sorry that the merchandise shipped was not what was ordered.

Please use the enclosed RMA (Return Material Authorization) to return the package, which will pre-pay the shipping to our account. 

We have already shipped out the correct item and you should receive it within the next 2-3 days. 

We apologize for any inconvenience, and hope to serve you again in the future.

Sincerely,

[Name]

[Title if applicable]

[L]Complaint Response with Return Material Authorization 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for your letter dated [date]. We are sorry that the merchandise shipped was not what was ordered.

We understand that since this was intended as a gift, you would like to return the product. Please use the enclosed RMA (Return Material Authorization) on the packages, which will pre-pay the shipping to our account. Upon receipt and inspection of the merchandise, we will credit your account in full.

We apologize for any inconvenience, and hope to serve you again in the future.

Sincerely,

[Name]

[Title if applicable]

[L]Complaint Response—Technician Appointment 







 


[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This letter is to confirm our telephone conversation and our discussion regarding the problem you are experienced with [product].

Our understanding is that the problems you are experiencing are [description]. I would like to arrange a phone appointment for you with our technical staff to see if we can help resolve this problem as soon as possible. Could you call me with times that you are available this week?

If a phone appointment does not resolve the problem, we will then dispatch a field technician to your business to troubleshoot the problems, and make any necessary adjustments and repairs. The phone appointment can also help the technician make sure to have the proper tools and parts on hand if an on-site visit is necessary.

Thank you for bringing this matter to our attention.

Sincerely,

[Name]

[Title if applicable]

[L]Complaint Response—Sending Technician








[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This will confirm our telephone conversation of [date] and our discussion regarding the problem you are experienced with [product].

Our understanding is that the problems you are experiencing are [description]. We are dispatching a field technician to your business to troubleshoot the problems, and make any necessary adjustments and repairs.

Thank you for bringing this matter to our attention.

Sincerely,

[Name]

[Title if applicable]

[L]Reservation Confirmation







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This is to confirm you reservation with us for [date]. We look forward to having you visit our facility. Please take a moment and look over the attached information regarding our facility. If you would like to take advantage of any of the special offers please let me know, and I will make the necessary arrangements.

Thank you for choosing [Company] for your event.

Sincerely,

[Name]

[Title if applicable]

[L]Plant Visit Confirmation 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for your call today. This letter is to confirm that you will visit our manufacturing plant on [date]. A member of our Quality Assurance Team will give you a tour of our facility, and provide you with the opportunity to meet the production staff.

Please make sure that you wear comfortable clothes without sashes or scarves that are loose, street shoes with no heel, and feel comfortable on ladders and raised platforms. We will provide safety glasses and hearing protection for you.

We look forward to you visit. Please let me know if you have any questions or concerns that I can address before [Date].

Sincerely,

[Name]

[Title if applicable]

[L]Account Cancellation Response







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We are in receipt of your correspondence dated [date] regarding your desire to cancel your order, and discontinue using our product.

It’s always a disappointment when a customer chooses to go elsewhere. We will, of course, cancel your pending order and send you an invoice to settle your account with us. We would welcome the chance to discuss this decision with you, so that we may better understand you reasons to end our relationship.

While you have chosen to cancel this order, please know that we would welcome the chance to do business with you again. We value you as our customer, and would like the opportunity to count you among them in the future.

Sincerely,

[Name]

[Title if applicable]

[L]Shipment Refusal Response







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am writing on behalf of our shipping department, to confirm that you refused the shipment sent to you against invoice [number]. We have been notified by [freight company] that you declined to accept this shipment, and it is on its way back to our Receiving Dock.

Please contact me at the number above to discuss the reasons for this refusal, and how we may rectify this issue. I look forward to speaking with you.

Sincerely,

[Name]

[Title if applicable]

[L]Shipment Tracking Response







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for your call on [date]. I have traced the shipment and received a confirmation of delivery from [shipper]. It was signed for on [date] by [name] at your loading dock.

Please check with your receiving department, and let me know if you have any additional questions. I look forward to being of service in the future.

Sincerely,

[Name]

[Title if applicable]

[L]Product Order Change







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

 Thank you for your call. This is to confirm your change order from [specify] to [specify]. Please note that this change will be reflected on your invoice. Your order will ship within 10 business days. Thank you for your patronage!

Sincerely,

[Name]

[Title if applicable]

[L]Change Order--Service 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

 
Thank you for your call. This is to confirm your change order for our services, the details of which are on the enclosed confirmation. Please note that this change will be implemented immediately.

As always, thank you for your business!

Sincerely,

[Name]

[Title if applicable]

[L]Overdue Account—Longstanding Customer







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our credit department has notified me that your account is past due. As a longstanding customer, we want to offer any assistance we can. We are happy to take into consideration that this has never occurred with your account before. 

Please contact me as soon as possible and we will review your account and how we might work together to get it up to date.

Thank you for your kind consideration, and we look forward to hearing from you.
Sincerely,

[Name]

[Title if applicable]

[L]Overdue Notice—First 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our credit department has notified me that your account is past due. You are one of our preferred customers and therefore we want to offer any assistance we can. We know that most overdue balances result from a misplaced invoice or other clerical error. However, should you require additional time to settle your balance, please contact me. Once I understand the situation, I will work with you, and our credit department to create a payment plan that will keep you in good standing with us.


We value your business, and sincerely hope that this gesture will be of some help. Thank you for your kind consideration, and we look forward to hearing from you.
Sincerely,

[Name]

[Title if applicable]

[L]Overdue Notice—Services—Holding Account







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We continue to experience delays in obtaining your timely payment. Unfortunately, we must inform you that we will not be able to provide further service to you unless you provide us with adequate assurance for payment on outstanding and current invoices.


We regret having to withhold service, but, at this point in time we have no other viable alternative. Please contact our office so that we can work out an arrangement for payment.






Sincerely,







[Name]







[Title if applicable]

[L]Overdue Notice—Products—Holding Account 






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Due to the problems we have been experiencing recently in obtaining your timely payment for the goods we have delivered, we must inform you that we will not be able to deliver any more [product] to you unless you provide us with adequate assurance for payment on outstanding and current invoices.

We regret having to withhold further deliveries, but, at this point in time, we have no other viable alternative. Please contact our office so that we can work out an arrangement for payment.
Sincerely,

[Name]

[Title if applicable]

[L]Response—Discount Request







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This letter is in response to your request for an additional discount for prompt payment of invoices.

Our established discount is 1% of the total invoiced amount when payment is received within 10 days of delivery. This figure is based on cost, overhead and profit. To increase this discount rate for all of our accounts would seriously jeopardize our firm and to increase the rate for an individual account would be both unfair and unethical. I believe that you will find that the 1% discount rate we offer our customers is standard in the industry.

We consider you a valuable customer and hope that you can appreciate our position in this matter. Please contact me if you have any questions.
Sincerely,

[Name]

[Title if applicable]

[L]Response--Extra Discount Request 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We appreciate your history of prompt payment of invoices. Although we cannot offer an extra discount over and above our established discount of 1% of the total invoiced amount when payment is received within 10 days of delivery, as you requested, we would like to give you a one-time discounted rate of 2% on your next invoice as a premium for your valued regular business.

There also may be other ways we can help you to get a better rate, especially based on annual volume. Perhaps we can meet or talk on the phone after the first of the year to review your company’s annual volume and what rate that might enable us to give you. 

Otherwise, the 1% discount rate we offer our customers is standard in the industry and we cannot legally or ethically offer a better rate to one customer without offering it to all customers, which would be impossible for us to do.

 

We consider you a valuable customer and hope that you can appreciate our position in this matter. Please contact me if you have any questions.






Sincerely,







[Name]







[Title if applicable]

[L]Affirmative Response—Note Extension Request







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This is to acknowledge receipt of your recent correspondence and your request for a three month extension on your [loan or promissory note]


After careful review, we are pleased to inform you that we are able to grant you the three-month extension as requested. However, please be advised that our policy is limited to a one-time extension so the note will need to be paid in full at that time.


We appreciate your business and look forward to further relationships as you establish your business.







Sincerely,







[Name]







[Title if applicable]

[L]Negative Response—Note Extension Request







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This is to acknowledge receipt of your correspondence of [date], in which you requested a three month extension on your [loan or promissory note]

After careful review, we regret to inform you that we are unable to grant you any further extensions for the payment at this time.

We are sorry about the difficulties you are experiencing, but additional extensions are not possible, and we must insist on receiving your payment by [date].
Sincerely,

[Name]

[Title if applicable]

[L]Returned Checks—Warning Notice







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

A review of your account with us indicates that we have had two of your checks returned unpaid from your bank.


This letter is to notify you that our policy is that after three returned checks, we require all future payments on your account be made with certified funds. Any payment which is not certified will not be accepted and will be returned to you, possibly causing you to incur a late charge. 

We hope you will take the precautions necessary to avoid further returned checks. 



Your cooperation is appreciated.






Sincerely,







[Name]







[Title if applicable]

[L]Returned Checks—Certified Funds Notice







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

A review of your account with us indicates that we have had a third one of your checks returned unpaid from your bank.

While we regret having to take this action, we must insist that all future payments on your account be made with certified funds. Any payment which is not certified will not be accepted and will be returned to you, possibly causing you to incur a late charge.

In making all future payments, please send them to the attention of [name] for proper credit.

Your cooperation is appreciated.
Sincerely,

[Name]

[Title if applicable]

[L]Quarterly Payment Request Response—Existing Customer







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We have received your letter dated [date] and your request that we bill you quarterly rather than monthly.



While we value your many years as a loyal customer, honoring this request, would result in your receiving preferential treatment over our other customers who must settle their accounts within 30 days. If there is some other way we can work with you in this regard, I would be happy to consider it. Perhaps a different ordering arrangement? 


If you would like to discuss this or other possibilities, please give me a call.


We hope you understand our need to give all our accounts the same terms. We value your business and look forward to serving you in the years to come.






Sincerely,







[Name]







[Title if applicable]

[L]Quarterly Payment Request Response—New Customer









[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We have received your letter dated [date] and your request that we bill you quarterly rather than monthly.


Inasmuch as we would like to welcome you as a new customer of our firm, we would like to accommodate you in any way possible. Your request, however, would result in your
receiving preferential treatment for your account and would be unfair to all of our customers who must settle their accounts within 30 days. Our terms, which are stated on the credit application you presented us, as well as all invoices, are 1%10, Net 30.

We hope you understand our need to give all our accounts the same terms. We value your business and look forward to serving you in the years to come.
Sincerely,

[Name]

[Title if applicable]

[L]Returned Checks Response







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am in receipt of your letter concerning returned checks from payment on invoices to your company.  Please be advised that we have been experiencing some difficulties lately with our account at the bank on which these checks were drawn. We thought we had resolved this, but your letters makes us realize the problem has not been resolved.

We will be issuing all checks on an alternative account from here on. Please be assured that it was nothing to do with our financial situation that caused this problem. If you would like to have a letter from the bank confirming this, I am happy to arrange that. 

Thank you for your patience and understanding in this unfortunate situation.







Sincerely,







[Name]







[Title if applicable]

[L]Overdue Account Response







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am in receipt of your letter of [date] regarding my past due invoices with your company.  We have been experiencing some difficulties lately in collecting our accounts receivable and unfortunately this has caused us to become behind in our payments as well.

In fairness to all of our creditors, I would like to create a payment plan with you in the amount of [$] per [time] for a period of [timeframe] in order to satisfy this obligation.

I am enclosing the first check for [$] as a sign of good faith and am hoping that this plan is a solution that is acceptable to you. As we are successful in our attempts to collect some of our larger receivables during the next months, I will remit the entire balance owing on this account.

Please let me hear from you regarding the proposal I have outlined. Thank you for your patience and understanding in this unfortunate situation.

Sincerely,

[Name]

[Title if applicable]

[L]Follow-up—Travel Arrangements







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for giving [name of agency] the opportunity to make your travel arrangements for your business trip to [destination]

We hope that will be pleased with the air travel and the hotel accommodations that we arranged for you. A complete itinerary is attached, including the special requirements you mentioned for [personnel name]. 

We will look forward to hearing from you and hope that you will afford us the opportunity to help you plan your next vacation or business trip. 

Thank you.

Sincerely,

[Name]

[Title if applicable]

[L]Follow-up—Account Status







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for calling me today regarding the status of your account. As we discussed I have released your "pending" order on our terms of net 30 days, with payment expected on or before 30 days from the date of the invoice.

I appreciate your candor and your commitment to paying your past due balance with us.

Sincerely,

[Name]

[Title if applicable]

[L]Follow-up—Trade Show







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for visiting our booth at the [trade show]. It was a pleasure speaking with you and showing you our [product]. I’d like to follow-up on that discussion with a product demo for you and your department. I’ll call you next week to set up an appointment.

I look forward to seeing you again soon.

Sincerely,

[Name]

[Title if applicable]

[L]Follow-up—Order Delay 






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I have been researching the problem that led us to the delay in shipping your order, and this letter is a follow-up to that conversation.


When we received your purchase order for [product], we were not able to fill the complete order for you due to [reason]. Our letter informing you of this delay and requesting your instructions was mailed to you on [date]. We did not receive a reply and proceeded to send a follow-up letter to you on [date]

Since you had emphasized "for immediate delivery" on your purchase order, we felt we should wait for your authorization before shipping.

We have always appreciated having you as a customer and hope that we can continue to provide you with our products in the future.

Sincerely,

[Name]

[Title if applicable]

[L]Follow-up—Order Cancellation







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This letter is to acknowledge your correspondence dated [date] and your cancellation of your order. We understand that you can wait no longer for the merchandise we ordered from you on [date]. 

We are therefore canceling your purchase order #, which was contingent on delivery prior to [date].

We are sorry we were not able to help you in this instance, but we look forward to working with you again in the future.
Sincerely,

[Name]

[Title if applicable]

[L]Follow-up—Order Status







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This letter is to follow-up on our recent order, which has not been confirmed to date. On [date] we ordered [quantity, product and description], but we have not yet received an acknowledgment of that order.

Please check your records and if [purchase order] has not been received, accept this copy as our order. Please do not duplicate.
Thank you in advance for your attention to this inquiry.

Sincerely,

[Name]

[Title if applicable]

[L]Thank-you—Donation 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am writing to thank you for generous donation in the amount of [Amount]. You support of [cause] is greatly appreciated and your donation will help.

Thanks to the generosity of the public, we are currently on track for our quarterly goal of [Amount] and are confident of achieving our target of [Amount] by [date]

Thank you again for your assistance. We really appreciate your support.

Sincerely,

[Name]

[Title if applicable]

[L]Thank-you—Favorable Review







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for the favorable review you gave [name of product]. 

We are pleased that you found [name] in keeping with the high standards of your organization, and hope that your readers will feel the same way.

We appreciate your insightful review and would like to thank you once again for your kind words.

Sincerely,

[Name]

[Title if applicable]

[L]Thank-you—Interview Follow-up







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for the time you extended to me during my interview with you yesterday.

I appreciate the opportunity to speak with you about my experience in related fields and my future goals. I would like to reiterate my desire to join [company] in a capacity where my education and work history will best benefit the company goals.

I look forward to hearing from you; please let me know if you need additional information to make your decision.

Sincerely,

[Name]

[Title if applicable]

[L]Thank-you—Job Offer







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for giving me the opportunity to join your firm. I am very excited to begin this stage of my career with an organization so highly regarded in the industry.

I appreciate the faith you are placing in me, and will do my best to be an exemplary member of your team. I look forward to joining you on [date].

Sincerely,

[Name]

[Title if applicable]

[L]Thank-you—For Business







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for providing [name of company] with the opportunity to be of service to you.

I hope that you are completely satisfied with the service we provide and that you will utilize our services again in the future.

We are always interested in suggestions that would allow us to improve our quality assurance standards and encourage you to submit your thoughts. 

Sincerely,

[Name]

[Title if applicable]

[L]Thank-you—For Inquiry







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for your letter concerning our product line. We appreciate your interest. 

I have enclosed both pricing and data sheets which describe our full line of products. This should help to familiarize you with our family of products and equipment. 

If you have any further questions about [name of firm's products], please call us at our toll-free number, [number]

Sincerely,

[Name]

[Title if applicable]

[L]Thank-you—for Correspondence

[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for bringing your concerns about our product to our attention. We appreciate your business and encourage our customers to let us know when something about our product does not meet their expectations.

The reason our products are packaged in the way that you find difficult to open are to minimize crumb spillage in the shipping process. We changed the boxes a year ago to reflect the problems our shippers and warehouses were having with this.

We are sorry you find the boxes difficult to open and we hope you remain a loyal customer. To that end, please accept the enclosed coupons on your future purchases of [name of product].

Sincerely,

[Name]

[Title]

[L]Thank-you—Meeting

[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you for taking the time to meet with me yesterday regarding the potential business cooperation between our two companies.

The prospects are exciting and I look forward to future discussions. In the meantime, I will prepare the spreadsheets we discussed and get back to you to set up our next meeting.

Sincerely,

[Name]

[Title]

[L]Thank-you—Meeting

[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Please accept my thanks to you and your colleagues for taking the time to meet with me last week to discuss possible ways we might work together in the future. While it seems we came away emptyhanded, I still have confidence that there is some way we can be mutually beneficial. I will be in touch when I have more information.

Sincerely,

[Name]

[Title]

[L]Thank-you—Helping Out

[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you so much for coming in and helping out during our recent staffing crunch! You really saved the day for us. It was so helpful to have you around as someone who has worked here before and knows our company—you dove right in and cleared up some backed up work. 

I know you were a great support to the staff during a difficult time. Losing several colleagues in such a tragic accident is unfathomable. With their loss and staff out trying to deal with their feelings about this, you really helped us get back on track.

Please accept the enclosed gift certificate to [name of restaurant] as a small token of my appreciation.

Sincerely,

[Name]

[Title]

[L]Thank-you—for Business

[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Thank you so much for giving us the opportunity to take care of Alice and Ralph during your recent vacation. They are such lovely dogs! It was a pleasure to care for them each day. 

I hope you consider [name of petsitting service] again when you have reason to be away.

Sincerely,

[Name]

[Title]

