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July 22, 2011

Towing Service
123 Main Street 
Anytown, ST 12345
Date
Debtor Name
Debtor Address

Address 2
City, ST ZIP
Debtor Name,
Despite our requests it is with concern that your account balance remains unpaid. Your current balance is $____________ . Since you have chosen not to resolve this matter you leave us no choice but to forward this balance to our collections agency for processing. 
Should you wish to avoid this step kindly contact my office within 10 calendar days of this letter’s date to resolve your account. In good faith I am willing to offer a discount on your bill of 40% if you make a payment in full within the 10 day window. That payment must be made in cash in the amount of $________ by ___________. 

If you fail to resolve this matter by ___________ your account will be turned over to our collections agency.  

Very best regards,
Towing Service
