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LETTER 1 – Let’s Make It Work
These sample collection letters are designed to be used when a patient has already received past-due notices and has not responded with payment. Despite all the calling and frustration up to now, you still want to lead with a friendly, concerned tone. They owe you money, but you’re on their side.
Dear ___________________,

We value our relationship with you and take pride in working for your best interests and optimal health. We’re also interested in how we can improve the service we provide you. For these reasons, we’re writing to see if there is something we can do to begin settling your past-due account of $________.

Please call us today to discuss your account. If we can help — by accepting payments, extending terms, finding financing or something else — please let us know. We sincerely want to help, which is why we’ve been trying to reach you. But we need to hear from you regarding the amount you owe.

Or you may submit payment to:


Practice/Company


Address


City, ST Zip

[If applicable, info for payment by credit card goes here, as well]

Sincerely,

LETTER 2 – Don’t Keep Us Waiting
Still friendly, but firmer. You’d rather not send them to collections, and you prefer to keep them as a patient. But they need to pay up.
Dear __________________,

We are concerned about your past-due account in the amount of $______, as we indicated in our last letter to you, dated _____________________. We need you to pay on this account in order to continue in good standing with the practice.

It is our sincere hope and intent to collect on this amount without involving a collections agency. But we have made several attempts to collect payment on this contractual debt without any success. We fear that our only remaining option is to send your past-due account to professional debt collectors.

We would rather spare you from the collections process. We also understand hardship and the current economy. We want to help, and we are happy to extend reasonable payment options. But we MUST discuss this delinquent account with you immediately!

Call ___________________________ today at (000) 000-0000 to prevent your account from being sent to collections. Or you can submit your payment using the enclosed self-addressed-stamped envelope.

Sincerely,

LETTER 3 – The Threat
Despite many attempts, nothing. Tell them what you’ve offered (and are still offering), and then tell them how unpleasant it could get if they don’t pay now.
Mr./Mrs./Ms./Dr. ____________________:

We have tried on several occasions to reach you regarding your account, which now has a long overdue amount of $_____________. To our dismay, we have seen no sign of your cooperation. 

We have offered suggestions, extended options and made ourselves available. We have also been clear about our willingness to work with you. Unfortunately, we have exhausted our resources and have sought the counsel of our collections agency. 

There are several options for forcibly collecting on this account, potentially including legal action and/or harm to your credit history. To prevent the collections process and avoid these potential repercussions, you must submit payment immediately!

Submit payment to:


Practice/Company


Address


City, ST Zip

[If applicable, info for payment by credit card goes here, as well]

Call ___________________________ today at (000) 000-0000 if you need to discuss payments and other options. You must call today to prevent your account from being sent to collections!

LETTER 4 – Make them think it’s too late.
Some people won’t respond until after their account gets outsourced for collections. They can’t help themselves. Give them one last chance to cooperate by making them think it’s already too late.
Dear __________________:

Failure to respond regarding patient-account #______________ in the past-due amount of $_________ has exceeded the maximum allowable time frame. All efforts to collect payment and come to a workable agreement have failed. To our regret, your account is being forwarded to third-party debt-collection professionals with more specialized resources and tactics for pursuing delinquent accounts.

Your case will be assigned a number, and you will be contacted regarding your failure to pay or cooperate. 
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