SAMPLE LETTER FOR DELINQUENT 
DEBT OWED TO COMMUNITY COLLEGE
 SEQ CHAPTER \h \r 1reply to:

contact person

phone number

DATE

NAME OF DEBTOR

ADDRESS

CITY, STATE   ZIP


RE:
Account No. 

Dear DEBTOR:


                                         Community College has turned over to this office for appropriate action your delinquent account in the amount of $                .  If you believe this is in error, please contact
     Contact Person’s Name        at the address below.


We realize that you do not want to jeopardize your credit rating nor want your account submitted to a collection agency. Therefore, we urge you to forward your payment, in the above amount, no later than       30 DAYS FROM THE DATE OF THIS LETTER      , so that further action by this office will not be necessary. 


Make your check or money order payable to                                       Community College and mail the same to the address below.  If you have any questions regarding this account please contact _____________________ Community College at the address or telephone number below or you may contact via e-mail at  Contact Person’s E-Mail Address.  Please consider this letter as final and legal demand for your delinquent account.






Sincerely yours,







Karen P. Bowman 







Manager, Collection Section

KPB/kp

cc:
CONTACT PERSON’S NAME & TITLE


NAME OF COMMUNITY COLLEGE


ADDRESS


CITY, NC   ZIP


PHONE NUMBER
