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Mr. Charles Sample
1234 North Fleet Street
Roswell, GA  30075
December 1, 2011
Dear Mr. Sample,
Your current is now 120 days past due. In spite of repeated requests to have you pay the balance due on your account, you continue to ignore this obligation. 
Unfortunately, our next steps will be to place your account with a collection agency or to file a claim against you in small claims court. We hate doing this but have found this to be the last option available to us. As you know, our club’s Membership Policies are quite clear on a member’s responsibility to pay their account promptly.
If you will immediately pay the amount due, $________, we will consider your account clear and close it without any further action. If a response to this letter is not received by __________, 2012, then we will be forced to take legal action or send this to our collections agency. Both could result in serious damage to your credit rating.
I do hope we do not have to pursue collection in this manner. This is no fun for you or us. Please feel free to contact me immediately to arrange payment.
Respectfully,


Membership Director



