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Mr. Charles Sample
1234 North Fleet Street
Roswell, GA  30075
December 1, 2011
Dear Mr. Sample,
I am writing in regards to your 60-day past due balance of $.............., with a current amount due of $...................., totaling $.......................

As we have still not received payment within the past five business days, I have no alternative but to suspend your account and all existing club privileges until payment has been received and your account made current.
Please feel free to contact me if there is an outstanding issue on your account that I am unaware of, or to arrange for payment. I am available on…………………….. from ……………… via telephone at ……………………., or, via email at …………………………..
I look forward to hearing from you soon.

Respectfully, 


Membership Director



