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Mr. Charles Sample
1234 North Fleet Street
Roswell, GA  30075
December 1, 2011
Dear Mr. Sample,
According to our club records your account is now more than 30 days past due. Payment of
the entire balance must be received in the accounting office no later than the ___th of each month to avoid a late payment fee of ___% on the unpaid balance.
If there are any problems with your statement, or to arrange payment, please contact me at immediately. I can be reached at  __________ extension 106 or by email at _________________________.
If you have just settled your account, please accept my apologies and disregard this notice. We are delighted you are a member and appreciate your loyalty!
Respectfully,


Membership Director



