
Returned Check Notice










Are returned check should set off an immediate response. This is a time when you're looking for a tangible result to your letter.  A returned check should give you a clue as to what to do next.  Example:
Dear “Tenants Name”,

I was contacted by your bank today, and they informed me that your check in the amount

of $___________, which was paid to our company for  ____________ is now being

returned to us.  Hopefully, this matter was a simple mistake that can be quickly corrected.  Unfortunately, however, because of the returned check, your account balance is past due and delinquent.

I am sorry, but I must notify you that it is critical that you immediately and without delay of any kind make the necessary arrangements to deliver us a money order or a certified check to bring your account up to date.

Here is the way your account currently stands on our books.  The total amount that is now due is: 

Rent due _________________________

Loss of discount (if any)______________

Total Amount now due_______________

Again, I must warn you that the above amount must be paid with __________ days.  I do thank you for your cooperation in the matter.

Sincerely,

Your Name

P.S. Please do not delay or ignore this notice.  The negative effect that this matter can have on your overall credit rating can be devastating.  Bring your money order or certified check in before _______________to avoid further action. 
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