


Date:______________


Dear_______________________:

[bookmark: _GoBack]We have received a returned check from your account in the amount of $__________________________.  The draft number is _____________________________ and was dated for _____________________________________.  In addition to the check amount, we are assessing a $25.00 service charge as allowed by law, and a bank fee of $_____________________.  The total amount of $___________________________________ is due within 10 days of the date of this letter.  Failure to pay the total amount due will result in a formal complaint being filed at the District Attorney’s Office.  Thank you for your cooperation in this matter.


Sincerely,



_________________________




