[bookmark: _GoBack]Dear [Recipients Name],
Your account balance shown in our books is $58 outstanding and past due date. And a late fee of $15 will have to be added to it and appear on the next statement sent to you. You are requested to check your books to make sure there are not any discrepancies in our books. As per the requirement of State law, our organization has to make you aware that a weak credit record might be given to the credit reporting agency to deal with if the credit responsibilities are not addressed. This reminder is to be ignored if the payment has already been sent. We appreciate your taking out time for this matter.
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