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First Reminder Sample Letter to Resident/Power of Attorney/Substitute Decision Maker
Insert Date

Insert Recipient Name

Insert address

Insert City, Province

Interest Postal Code
Dear (insert name of recipient):
RE: INSERT RESIDENT NAME - Reminder Letter
This is a friendly reminder that the account of the above mentioned is (insert amount owing) in arrears and is past due.  If this was an oversight, please send your payment in immediately.  
The expectation is that accommodation payments must be received on the day of admission for that month, as well as establishing a pre-authorized payment plan for the first of each month going forward.

Payment must be received by (insert date – 5 calendar days from the date of this letter).
Enclosed is a copy of our Financial Abuse brochure, please ensure to review.
Thank you for your prompt attention to this matter.  Please do not hesitate to contact me if you have any questions or concerns.

Sincerely,

Insert Name
Executive Director
Second Reminder Sample Letter to Resident/Power of Attorney/Substitute Decision Maker
Insert Date

Insert Recipient Name

Insert address

Insert City, Province

Interest Postal Code
Dear (insert name of recipient):
RE: INSERT RESIDENT NAME - Second Reminder Letter
This letter is to notify you that the account of the above mentioned is (insert amount owing) in arrears and is past due.  Payment has still not been received as of the date of this notice.  

The expectation is that accommodation payments must be received on the day of admission for that month, as well as establishing a pre-authorized payment plan for the first of each month going forward.

Your urgent attention is required.  Payment must be received by (insert date – 5 calendar days from the date of this letter).  This is a reminder that given that you have access to the income for the above mentioned you are obliged to provide funding for the accommodations as well as the necessities of life.
Enclosed is a copy of our Financial Abuse brochure, please ensure to review.
Thank you for your prompt attention to this matter.  Please do not hesitate to contact me if you have any questions or concerns.

Sincerely,

Insert Name
Executive Director
RESPONSIVE GROUP INC.

