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Chapter 2.08: Advanced
Credit (Dunning Options)

Introduction

This document is for users who are charged with
establishing and managing credit, collecting on slow
accounts, and have general responsibilities for accounts
receivables.

Dunning Messages

Dunning Messages are designed to print past due
messages on monthly statements and handheld
receipts. These messages will appear based on the
rules established within their assigned Credit Class
Codes.
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Dunning Message Setup

The Dunning Messages option can be found under Lists

> Customer Setup Codes > Dunning Messages.
Statements Tab

The Statements tab is designated for messages that will
be included on your customer’s monthly statements.

7 Dunning Messages E = @
Dunning Messages

Statemems} Handhelds I Message ID

Monthly Message ‘}:‘cm:hly Dunning Message

1...5...10...15...20...25...30...35...40...45...50...55...60
31-ED|31—60 [unning Message

B1- HU|61—90 Dunning Message

91-120[91-120 Dunning Message

121- 150|121—15Cl Dunning Message

1ED+|150+ Dunning Message

0m5r|8-1:her Dunning Message

Ex[e fe[elefe - [« b a]

Maximum characters for message | 60 El:

Fields:

Message ID: This one-character message identification
is used as a reference within the Credit Class Codes
screen.

Monthly Message: Enter a standard message that will
print on each customer’s statement.

Current: Enter a message that will print on each
customer’s statement that is carrying a current
balance.

31-XXX Days Messages: Enter the past due message
that you would like to appear on each customer’s
statement next to each aging level.

Maximum Characters for Message:
Enter the maximum amount of
characters you want per message.

Series 7.1.X 2
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Handhelds Tab

The Handhelds tab is designated for messages that will
be included on printed handheld receipts.

W Dunning Messages E = @
Dunning Messages

Statements Handnelds} Message D (I

Monthly Message ‘}:cm:hly Dunning Measage

1...5...10...15...20...25...30...35...40...45...50...55...60
Current|mrren: Dunning Measage

- BU|3176'J Dunning Message

B1- BD|61—9'J Dunning Message

91- 120|91—120 Dunning Message

121- 15U|121—150 Dunning Message

15U*|150+ Dunning Message

Ex[e [o]e s <[« o

Fields:

Monthly Message: Enter a standard message that will
print on each customer’s handheld receipt.

Current: Enter a message that will print on each
customer’s receipt that is carrying a current balance.

31-XXX Days Messages: Enter the past due message
that you would like to print on each customer’s receipt
next to each aging level.

Maximum Characters for Message: Enter the
maximum amount of characters you want per
message.

Series 7.1.X
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Credit Class (Dunning Message)

Each Dunning Message created will need to be
assigned to a Credit Class Code in order for the
messages to be printed on receipts and statements.

Navigate to Lists > Customer Setup Codes > Credit Class

Hi7 Credit Class o] = ==
Credit Class
Information I Dunning 1 Credit Class: 7
Inactive [~
CreditClass ID | A PastDue At Hold Senvice Dunning Msg
Description | MAJOR ACCOUNTS & Never % Never (" Never
3160 - 3-60 © 3-60 —_—
Extended| Government and - - -
Description | Large Commercial 61-90 61-%0 81-90 —_—
Customers 91120 8120 ©o8t-120
][ 2-as0 1214150 £ 121150 7%
150+ 150+ 150+ —_
Average Days to Pay o € Other € Other € Other =]
Statement Terms oas [ 0] e[ 0] e[ 0
Ignore if Below [ 0.00 [ 0.00 [ 0.00 >
Invoice Dug| 0 El‘v days from period 0 Elj close

Statement and Handheld Dunning Message Code hd

Collections Class [ Allow COD Sale to Past Due Customer [~
COD Class I Allow COD Sale to Hold Senvice Customer [~
Prepay Class ™

Blockon OverLimit |~ Make Stops Inactive After nE|: Skips F125132235.5#2&375?5“”"5
Block on Credit Hold [

Follow the steps below to complete the process:

Choose the appropriate aging bucket under the
‘Dunning Msg’ category that will qualify for the
Dunning Message:

Dunning Msg

™ Never

& 31 -80

™ 61-90

" 91-120

121 -150

" 150+

" Other

Days 0 3

2. Select the Dunning Message that will be assigned to

the Credit Class Code within the ‘Statement and
Handheld Dunning Message Code’ field:

Staterment and Handheld Dunning Message Code | i j|

3. Repeat these steps on each Credit Class Code to

properly set up and assign your new Dunning
Messages.
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Dunning Letters

Letters can be mailed to your customers to motivate
them to pay their outstanding balances. By using
Microsoft Word document templates, you will have
many formatting options, and the letters will contain
any past due message you would like to convey to your
customers.

The following section will guide you through the
process of creating, setting up, and processing your
Dunning Letters.

Step 1: Format an existing
Template

Browse to the Route Manager directory on your PC and
navigate to the Dunning > Letters directory to view the
existing document templates created for you.

Lok in CLNING - @d e ;-

Name ! Dane modided Type
LETTERS LG5 1020 40 ke foided

The files will resemble the following:

>

Ll n

Mame Date medified Type

IE:J Sample_Dunning_MNotice_A 12/2/2014 11:42 AM  Microsoft
lﬂ:J Sample_Dunning_Motice_B 12/2/2014 11:42 AM Microsoft
lﬂ:J Sample_Dunning_Metice_C 12/2/2014 11:42 AM Microsoft
IE_J Sample_Dunning_Motice_D 12/2/2014 11:42 AM Microsoft
lﬂ_;J Sample_Ower Credit_Limit_A 12/2/2014 11:42 AM Micrasoft

Double click on any of the files to view them in
Microsoft Word. A sample of ‘Dunning_Notice_A’ is

displayed below:




A
LA ADVANTAGE

A Aa ROUTE S YSTEMS
wiww, AdvantageRoutecom

Xour Company Name

Company Address

City, 5T..Zip.

Phone Number Account # «cust_id»

DATE OF NOTICE: June 5, 2008

«cust_names

aeust_adds

wcust_addds

weustcitye, woust states «oust zipe:

Dear, «cust_corts

This is areminder that wour account weust_ide is past due, in the amount of «pdues. Please send payment
by «due_datento keep your account up to date

Char records indicate that your last payment was on «efin_lpdats for the amount gf Jwcfin_ lpambs,
If you have any questions about your bill, please feel free to give us a call at Croex) xxx-xaxx..
Bincerely,

«Eemp_names
Customer Sales Representative

Any portion of each letter can be modified, and each
sample letter is slightly different.

The custom fields in each letter, such as:
<<cust_name>>are used by Route Manager to insert
the pertinent information relevant to each account.
Make sure not to change the format of any of these
fields. Each custom field can be moved around the
letter if necessary.

On the top-left portion of the screen, enter your
company’s information and make any changes you
wish to the body of the letter. A sample file with
company information entered may resemble the
following:

Advantage Water Deliveries

147 5. Broadway Ave.

Turlock, Ca. 95380

209-632-1122 Account # «cust_id»

DATE OF NOTICE: June 5, 2008

«rust_tames

wcust_adds

weust_addZs

«weust_eitys, «mist_states «eoust_zips

Degar, «cust_cords

This is a reminder that your aceaunt «cust_it» is past due, in the smount of «pduen. Flease send payment
by «dus_dates 1o keep your acoount up-to-date

Cur records indicate that your last payment was on acfin_lpdats for the amount of § «efin_lpamis.
If you have any gquestions about your bill, please feel free to give us a call at (209) 632-1122.
Sincerely,

«emp_name»
Customer Sales Representative

Series 7.1.X 6
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Once you have completed all of your changes, save the

new file by fol

lowing the steps below:

In Word, click on File and select Save As.

On the Save As screen, change your file type to
Document Template (.dot).

Save as bype:

W'ord Document CF,doc) -

Ward Document (%, doc) -
Web Page (%, htm; *.html)

Web Page, Filkered {*.htm; *.bkml)
e Archive (* bt *.mbtml]
‘Document Termplate C*. dok)
Rich Text Formak &, rEEY =

Browse to the Dunning > Letters folder within your
RMA directory.

Give your letter a name, and click Save.

NOTE: Your letter’s name should not contain any
spaces. You may substitute spaces with dashes (-) or

undersco
easier to

res (_) to make the naming convention
understand.

Repeat the steps above for each Dunning Letter that
you would like to use.

Series 7.1.X
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Step 2: Assign the Dunning
Letter Template in Route
Manager

The Dunning Letters screen allows you to link each
template to the Route Manager program.

Navigate to Lists > Customer Setup Codes > Dunning
Letters, and select the Add key. Enter a single
character ‘Letter ID’ in the top right corner of the
screen that will be used to represent the Dunning
Letter in the program.

i/ Dunning Letters EI = @
Dunning Letters

Letters l LetierID[u
Location of Letter | J
Description‘
Valid Until| 7/ 3
Comments J
_ 5 |
_8 |
=

Select the ‘Location of Letter’ browse [-] button and
navigate to the Dunning > Letters folder within the
Route Manager directory. Double-click on any of the
Dunning Letters that you created in the previous
section.

Series 7.1.X
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i Please select a dunning letter document @
Lookin: || LETTERS - @ E-
I Name = Date modified Type
ohe (B[ 5ample_Dunning_Notice A 12/2/201411:42 AM  Microsoft
RecentPlaces ) 5ample_Dunning_Notice_B 12/2/201411:42 AM  Microsoft
! IE_J Sample_Dunning_Notice_C 12/2/2014 11:42 AM  Microsoft
IE_J Sample_Dunning_Motice_D 12/2/2014 11:42 AM Micrasoft
Desktop lﬂ_.:J Sample_Ower Credit_Limit_A 12/2/201411:42 AM - Micresoft
W=l
Libraries
H
A
Computer

w
L 4| 1 b

Metwork
Dunning Letter -

Files of type: =DOT v] [ Cancel ]

NOTE: If you saved the file as .DOC, make sure to
change the ‘Files of Type’ field to include ‘All Files.’

Enter a Description and Valid Until date — if the date is
left blank, the letter will never expire. An optional
Comment can be entered to further identify the letter,
if desired.

W7 Dunning Letters (===

Dunning Letters

Letters I Letter ID |1

Location of Leﬂer‘ CARMA_SERIEST\DUNNINGILETTERSISAMPLE_DUNNING_MOTICE_AL J

Description ‘ SAMPLE DUNNING NOTICE

Valid Until| /7 =

Comments | This is being used in our test. -l

Click the Save key to complete the process. Repeat the
steps above for each Dunning Letter that you created.

Series 7.1.X 9
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Step 3: Dunning Letter Setup
within Credit Class

The system identifies each account that qualifies for a
Dunning Letter based on their assigned Credit Class
Code.

Navigate to Lists > Customer Setup Codes > Credit Class
Codes, and select the Dunning tab.

ik Credit Class o] = ==

Credit Class

Credit Class: A
Inactive [~
CreditClass ID | A Past Due At Hold Service Dunning Wsg

Description | MAJOR ACCOUNTS  Never & Never " Never

3160 3180 3160
Extended|Government and 6190 61-90 61-90
Description | Large Commercial - - -
Customers 91120 91120 91120
J 121150 121150 121150

150 150 150
Average Days to Pay, 30 " Other  other © Otner

Statement Terms Days | ° :I Days | o :‘ Daysl [) :l

Ignore \fEeInw‘ 0.00 ‘ 0.00 ‘ 0.00

Invoice Dug 0 El‘_ days from period 0 Eli close

Statement and Handheld Dunning Message Code|[M

2 e 2 mfefs <« s

Collections Class [ Allow COD Sale to Past Due Customer [~
COD Class ™ Allow COD Sale to Hold Service Customer [~
Prepay Class [~

= ™ Include Desklop Transactions
Block on Over Limit [~ Make Stops Inactve Afer [ 0 = siaps [ hciude Decklop Transac
Block on Credit Hold [

Click Modify and assign up to five letters to each Credit
Class Code by selecting one from each dropdown in the
Type field.

W7 Credit Class E =] @
Credit Class

Information  Dunning ‘ Credit Class: A

Include Balances —_—

Type From To Days

Dunning Letter 1 [T ~| | 000 | 0.00 0=

Dunning Lenar?l j \ 0.00 \ 0.00 13‘,

Dunning Letter 3 ER 000 | 0.00 2+

Dunning Lener4| j ‘ 0.00 ‘ 0.00 3E|1
=2

Over Credit Limit Notice | =] 000 | 0.00 = |

X

Series 7.1.X 10
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Next, establish the minimum past due balance a
customer should have to qualify for the Dunning Letter
— the minimum below has been set to 10.00.

W Credit Class .L = @
Credit Class
Infosrnsition Dullrullq:| Credit Class: A
nclude Balances _
Type From To Days a
Dunning Letter 1 1 ] TR [To=]
Cunning Letier 2 =l 000 | 0.00 [ ;
Dunning Letler 3 - 000 | 0.00 |—2_| +
Curining Leller 4 =l 000 | 0.00 l—a_| -
Over Credit Limi Notice = ooo | 0.00 -
<
AIT
Lastly, establish the number of days past due the
customer’s balance should be in order to qualify for the
current letter.
W Credit Class o] = =)
Credit Class
Infoermativn Dunn1a:| Credit Class: A
Include Halances :
Type Fram Ta Cays —
CunningLener1[u - = | W | sssssesee e EE T |
Cunning Lemer 2| - | e | 0.00 EE
Cunning Lemer 3 - | e | 0.00 EE +
Dunning Lemer 4 - | 000 EE -
=]
Cover Crondil Lirit Matice | =] | 0.0 | 0.00 ——
X
|
Repeat these steps in each Dunning Letter field, you
can assign the same letter to options 1-4, or use
separate letters for each.
NOTE: Additionally, an ‘Over Credit Limit’ letter can
be created and attached to each Credit Class Code.
Save your changes and repeat each step on each Credit
Class Code that will utilize Dunning Letters.
Series 7.1.X 11
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Step 4: Processing Dunning Letters

To generate your Dunning Letters and mail them to
your customers, browse to Reports > Dunning Notices
and follow the steps below.

1. Enter the Account Number range that you would like
to include when generating the letters.

Hi¥ Dunning Notices =l ® ==
Dunning Notices
Sort Option 1
by 2P Code E Acct. No. Due Date
ﬁ From 000000  singleAcat 0610812015 4]
To[eg9900  Range
Available Credit Classes Selected Credit Classes
i
: =l > =l
z >>
5
: =
; o <] -
Export Data [~
& | X | B | &

2. Enter the ‘Due Date’ that you would like to print on
each letter. This option is only applicable on letters
that contain the custom due date field.

BA7 Dunning Notices [E=R{EER <
Dunning Notices

Sort Option 1

oy 2P Code H Acct. No. D
From | 000000 " single Acct. EI
To[099322 © Range

3. Add all of the Credit Class Codes that you would like to
generate letters for to the ‘Selected Credit Classes’
field by using the available arrow keys.

Available Credit Classes Selected Credit Classes

= E
1 Export Data [~

e X |BR|ea-

4. Select the Preview or Print key to generate the
Dunning Letters. A preview of a standard 30-day
dunning letter is displayed below.

Bb&t

Series 7.1.X 12
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Advantage Water Deliveries

147 S. Broadway Ave.

Turlock, Ca. 95380

209-632-1122 Account # 000116

DATE OF NOTICE: June 5, 2008

Express Food and Fuel
122 E MAIN

Ceres, C& 95307
Diear Bob,

This is a reminder that sour account 000116 is past due, in the amount of 376 34, Please send payment by
0620/ 2008 to keep ywour account up-to-date.

Our records indicate that your last payment was on 10/11/2005 for the amount of § 1125,
If you have any questions shout your bill, please feel free to give us a call at (2097 A32-1122
Hincerely,

Lyle, Jerry
Customer Sales Representative

This concludes the tutorial on generating Dunning
Letters. The next section includes additional features
available when processing Dunning Letters.

Series 7.1.X
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Over Credit Limit Notices

In order for you to be able to generate ‘Over the Credit
Limit” notices in Route Manager, you must specify a
Credit Limit on each customer’s account prior.

Navigate to Lists > Customer Information > Credit tab,
and select the Credit Terms button. Click the Modify
key and enter the amount in the Credit Limit field.

Wi Customer Information - 080002 = = ==
I |____oloservice |
Customer Information RS
080002 MAYAN RESORT PAST DUE 49.95
Info I ﬂ Invojces  Credit WFavmentlnh ] Contacts ‘ ‘ ‘ ] ]
StatysiCon®ct | Credit Terms Biljing/Statement ‘ CHC Seftings | Additional Flags ‘ Reward Points ‘
Cusiomer Credit lnfa Force Hold Service [ Release Code E—
CreditClass [S | Standard Credit Release Until | 1/ EI Price Release
Credit Terms |NET30 w| Net30 Cradit Contact
Gredit Controller S r“"‘m ‘F'"“"E =
000 =
CrgitLimit Alternate Phone 2 Ext Fax <]
créi®%ating - [-- [=]
Businessfllicense E-mail =
ssN| --
Aecount Chardfils >
Late Charge [N | NO FINANGE CHARGE Cusiomsr Lavel Purchass Ordsr
Administrative Charge ~ | <admin Charge= Use Customer Level PO [
StmtAssessment Charge - Purchase Order |
PO. Exp. Date [ 11 El
Available 0.00
P.O. Limit 0.00
Mote.

Save your changes to complete the process.
Customers that exceed their credit limit will now be
included when you generate Dunning Letters.

NOTE: This option will only work on Credit Class
Codes that include an assigned ‘Over Credit Limit’
letter.

Series 7.1.X 14
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Dunning in Customer Information

An entry will be made on the Contacts tab of each
account that receives a Dunning Letter, for reference.

L Customer Information - 000009 ol = =
Customer Information

000009 Willey Sheet M5 ‘

JING DELIVERY ORDERS
Info I s\ Invoices I Cred\ll Paymentinfo  Contacts ‘ Route I Route Info 1 Products I Euuipmem} Stop H\smryl Orders I

Spoke with Date Time Message FiUby Follow-up By  Reasans Completed

|
=
E-MAIL SENT 06/23/2015 |06:43 |E-Mail sentto (adutra@ars247.com) on 23 ADR i ADR  [LOG MESSAGE Y - J
|
vl

Add Def Prod
Add Def Prod

06(17/2015 |11:21 |Add DefProd (170 1P=53.5

Series 7.1.X

15



A
LA ADVANTAGE

A Aa ROUTE S YSTEMS
wiww, AdvantageRoutecom

Technical Information

The following formatting options are provided to assist
you as you create your own Dunning Letters.

List of Available Dynamic Codes:

Description Location in Route Manager
1 CUST_ID IAccount Number Customer Info Tab
2 CUST_NAME Customer Name N
B CUST_SS Customer SSN N
4 CUST_BZLIC Customer Business License [
5 CUST_CONT Customer Contact Name N
6 CUST_C_PHN Contact Phone Number N
7 CUST_ADD Customer Address Line 1 B
8 CUST_ADD2 Customer Address Line 2 N
9 CUST_CITY Customer City B
10 CUST_STATE Customer State N
11 CUST_ZIP Customer ZIP Code B
12 CUST_PHONE Customer Phone Number N
13 CUST_PHNEX Customer Phone Extension [
14 CUST_FAX Customer FAX Number N
15 CUST_EMAIL Customer Email Address B
16 SREP_ID SalesRep ID 1 N

Series 7.1.X 16
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Location in Route Manager

17 EXTRA Extra Data Field N
18 CUST_SDATE Customer Start Date Customer Credit Tab
19 CUST_SRSN Customer Start Reason N
20 CUST_EDATE Customer End Date N
21 CUST_ERSN Customer End Reason B
22 CUST_TYPE Customer Type Code N
23 CFIN_CRLIM Credit Limit Customer Credit Tab=>
Credit button
24 CFIN_LTRAN Last Transaction Date Customer Financial($) tab
25 CFIN_LSDAT Last Statement Date N
26 CFIN_LPDAT Last Payment Date N
27 CFIN_LPAMT Last Payment Amount N
28 TTOTAL Total Amount Due N
29 TCURRENT Current Month’s Total Due  [*
30 PDUE Total Past Due Amount N
31 OVERLIMIT Amount exceeding Credit
Limit
32 T30DAY
33 IT60 DAY
34 [T90 DAY
35 IT120 DAY

Series 7.1.X
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Description Location in Route Manager

36 CRLIM_CODE Dunning Letter Code for Over (Credit Class=»Dunning tab
Credit Limit

37 DUNN_CODE Dunning Letter Code N

38 DUE_DATE Due Date Dunning Notice Report Form

Formatting Options

This section includes additional formatting
recommendations that you may find useful.

Tips:
Bk Select different fonts and sizes.

B Make text stand out by formatting it in Bold
letters.

P Another way of making your text stand out is
to make it italic.

B You can make any date entered on your
template dynamic so that your letters
automatically use the date they were sent, and
not when the template was created.

Inserting Dynamic Dates - Older
Versions:

Place your cursor where you would like the date to be
entered, and click on Insert > Field on the menu bar. In
the Field Names column, scroll down and select Date.
Then, on the Date Formats column, select the format
desired.

Series 7.1.X 18
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d s

Field options

Today's date

Field Codes |

[ o ]

Cateqaries: Date formats:

I(,q||) j I [ Use the HifrifLunar calsndar
. -

Field names: Thursday, February 22, 20 [ Insert the date in last used Format
AutoMumlLgl ;I February 22, 2007 from Insert menu
AukoMumout 2fz2107 [~ Use the Saka Era calendar
AutoTexk 2007-02-22
AutoTexkList 22-Feb-07
BarCods 2.22.2007
BidiCutline Feh, 22, 07
Camments 22 February 2007
Compare February 07
CreateDate Feb-07
Database 2/2212007 2:22 PM

= 2/22/2007 2:22:09 PM
ocProperty 2122 FM
Docvariable 2:22:09 FM
EditTime 14:22
Eq hd| 14:22:00 =l
Description:

[V Preserve formatting during updates

Cancel

Click OK to complete the process.

Series 7.1.X
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Inserting Dynamic Dates - Older
Versions:

Place your cursor where you would like the date to be
entered, and click on Insert > Date & Time on the menu
bar. Select the desired format and check the ‘Update
Automatically’ option to use a dynamic date on the
letter.

eter.

Available Formats: Language:

- IEninsh {U.5.3 -

Wwednesday, Sepkember 15, 2010
September 15, 2010
9/15/10

Z010-09-15
15-Sep-10

9.15.2010

Sep, 15, 10

15 September 2010
September 10

Sep-10

9152010 317 PM
/152010 3:17:47 PM
3117 PM

501747 PM

1517

15:17:47

;I ¥ Update automaticalky

Defaulk. .. | (o] 4 I Cancel

Click OK to complete the process.

Series 7.1.X
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Sample Dunning Notices

Company Address
City, ST Zip
Phone Number
Account # «cust_id>»

DATE OF NOTICE: February 18, 2016

«cust_name»

«cust_add»

«cust_add2»

«cust_city», «cust_state» «cust_zip»:

Dear «cust_cont»

This is a reminder that your account «cust_id» is past due in the amount of «pdue».
Please send payment by «due_datex»to keep your account up to date.

Our records indicate that your last payment was on «cfin_Ipdat» for the amount of
$«cfin_Ipamt».

If you have any questions about your bill, please feel free to give us a call at (xxx)
XXX-XXXX..

Sincerely,

«emp_name»
Customer Sales Representative

Series 7.1.X 21
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Document Name: Sample_Dunning_Notice_A.dot

Your Company’s Address
ACCT # «cust_id»
City, State Zip

DATE OF NOTICE February 18, 2016

«cust_name»

«cust_add»

«cust_add2»

«cust_city», «cust_state» «cust_zip»

DEAR «cust_cont» :

While reviewing our records we noticed your account is past due in the
amount of $«pdue». We believe this to be an oversight on your part.
To prevent your account from further action please remit payment for
the past due amount. If you prefer to pay the full balance on your
account at this time, please summit payment in the amount of
$«ttotal». If you need to make payment arrangements or to pay with
your Visa, MasterCard, Discover, or American Express card over the phone,
please contact our customer service department at: 1-800-XXX-XXXX.

If you have any questions regarding your account, or require additional
information, you may reach a representative at (xxx) xxx-xxxx. between the
hours of 8:00 am and 5:00 pm, Monday through Friday.

In the event that your payment has crossed this letter in the mail, please
accept our apologies and disregard this notice.

Thank you

«emp_name»
Customers Sales Representative

Series 7.1.X 22
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Document Name: Sample_Dunning_Notice_B.dot

DATE OF NOTICE: February 18, 2016
Account # «cust_id»

«cust_name»

«cust_add»

«cust_add2»

«cust_city», «cust_state» «cust_zip»
«cust_phone»

Dear: «cust_cont»
Your account «cust_id» is now past due in the amount of «pdue». The total balance
on your account is «ttotal». If you have not already done so, please remit payment

at your earliest convenience..

In the event that your payment has crossed this letter in the mail, please
accept our apologies and disregard this notice.

If you have any questions about your bill, please feel free to give me a call at (xxx)
XXX-XXXX.

Sincerely,

«emp_name>
Customers Sales Representative

Series 7.1.X 23
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Document Name: Sample_Dunning_Notice_D.dot
Over Credit Limit Sample Notice

Your Company Name
Your phone number
Company Address
City, State Zip

Account # «cust_id>»

DATE OF NOTICE: February 18, 2016

«cust_name»

«cust_add»

«cust_add2»

«cust_city», «cust_state»«cust_zip»

Dear «cust_cont» :

Your account «cust_id» has exceeded your credit limit. Although your account is
still in good status, for us to deliver any more products payment must be made in
full.. Your account balance is currently $«ttotal» and your credit limit is
$«cfin_crlim». After payment is received, your account will be taken off credit hold
and services will be rendered.

Our records indicate that your last payment was submitted on «cfin_lpdat» for the
amount of $«cfin_Ipamt». Please call our accounting department to make payment
arrangement or to pay over the phone by credit card.

If you have any questions regarding your account, please call us at (XXX) XXX-XXXX.
Sincerely,

«emp_name»
Customer Sales Representative
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