[Company Name]
[Primary address]
[Contact]
[Website]
To
[The Company Name]
[Address or tag line]
Subject: Requesting payment of debt

Dear Andrew,
I am Jackson, manager of [ABC] microfinance bank. Through this letter, I am requesting you to pay the debt of amount US$5000 which you borrowed from us on [date]. It was decided between us that you will pay the debt in 12 equal installments which means that you had to return the whole debt within one year, but our system is indicating that two months have passed but the debt is overdue and yet to be paid.
An amount equivalent to 1,000 US$ is left to be paid as it was indicated by our system yesterday and you may have received the reminder email in this regard as well. Our representatives called you many times but every time your maid received the call and told you were out for a business tour. This time you are being reminded through this request letter and I am sure you will give it due consideration because according to our terms and conditions, the interest rate on the remaining amount becomes double after passing the deadline.
So, this is beneficial for you to pay the remaining debt amount as soon as possible. Because with every passing day, you will have to pay an extra amount in lieu of interest. I hope you will understand the situation and take some practical steps to pay the overdue debt amount. Thanking you in anticipation.
Yours sincerely,
[Name Here]
[Designation]
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