Date:
Dear Ms. Angela Simpson.
We hope all is well at your end. I am writing on behalf of Cashmere Furniture and Co and wish to inform you that we have not received your paycheck yet. As per your request, we dispatched your furniture order by the end of November even though half the payment was still pending. We were informed by your secretary that the furniture was needed urgently for an event that was scheduled for the very next day. 
Keeping in mind our previous successful business transactions, we agreed to it and sent you the furniture with half the payment pending. However, after sending multiple reminders, we still have not received the check. This is a reminder for you to please send us the pending payment through check as soon as possible.
We also want to remind you that we have a ten percent late fine on all payments that are late by fifteen days. We urge you to please make sure to send the check as soon as you can to avoid paying the late fine which will be inevitably imposed if the check is received later than three days from now. The fine will be added to your next month's bill. We have had a good professional relationship in the past with you and would like to continue being of service to you. 
However, we want you to know that we have certain payment policies which cannot be relaxed any further than they already have been for you. We hope to hear from you regarding this matter.
Regards
Mark Antonio.

writeletter2.com


w


riteletter2


.com


 


 


Date:


 


Dear Ms. Angela Simpson.


 


We hope all is well at your end. I am writing on behalf of Cashmere Furniture and Co and wish to 


inform you that we have not received your paycheck yet. As per your request, we dispatched your 


furniture order by the end of November even though half the pay


ment was still pending. We were 


informed by your secretary that the furniture was needed urgently for an event that was scheduled 


for the very next day. 


 


Keeping in mind our previous successful business transactions, we agreed to it and sent you the 


furnit


ure with half the payment pending. However, after sending multiple reminders, we still have 


not received the check. This is a reminder for you to please send us the pending payment through 


check as soon as possible.


 


We also want to remind you that we have 


a ten percent late fine on all payments that are late by 


fifteen days. We urge you to please make sure to send the check as soon as you can to avoid paying 


the late fine which will be inevitably imposed if the check is received later than three days from 


n


ow. The fine will be added to your next month's bill. We have had a good professional relationship 


in the past with you and would like to continue being of service to you. 


 


However, we want you to know that we have certain payment policies which cannot be 


relaxed 


any further than they already have been for you. We hope to hear from you regarding this matter.


 


Regards


 


Mark Antonio.


 


 




w riteletter2 .com     Date:   Dear Ms. Angela Simpson.   We hope all is well at your end. I am writing on behalf of Cashmere Furniture and Co and wish to  inform you that we have not received your paycheck yet. As per your request, we dispatched your  furniture order by the end of November even though half the pay ment was still pending. We were  informed by your secretary that the furniture was needed urgently for an event that was scheduled  for the very next day.    Keeping in mind our previous successful business transactions, we agreed to it and sent you the  furnit ure with half the payment pending. However, after sending multiple reminders, we still have  not received the check. This is a reminder for you to please send us the pending payment through  check as soon as possible.   We also want to remind you that we have  a ten percent late fine on all payments that are late by  fifteen days. We urge you to please make sure to send the check as soon as you can to avoid paying  the late fine which will be inevitably imposed if the check is received later than three days from  n ow. The fine will be added to your next month's bill. We have had a good professional relationship  in the past with you and would like to continue being of service to you.    However, we want you to know that we have certain payment policies which cannot be  relaxed  any further than they already have been for you. We hope to hear from you regarding this matter.   Regards   Mark Antonio.    

