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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 letter is to notify you that the account of the above mentioned is (insert amount owing) in arrears and is past due.  
In follow-up to your discussion with the Bookkeeper on (insert date of telephone call), we have still not received payment from you.  The expectation is that accommodation payments must be received on the first day of every month.   

Your urgent attention is required.  Attached please find a copy of the outstanding statement.  Payment must be received by (insert date – 10 calendar days from the date of this letter).
Enclosed is a copy of our Pre-Authorized Payment Program application form.  We encourage you to sign up for the program to eliminate any future reoccurrence.

Also 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 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

Our attempts to resolve your overdue account have been unsuccessful.  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.  Accommodation payments must be received on the first day of each month.  

Your urgent attention is required.  Payment must be received by (insert date - 10 calendar days from date of letter).  Failure to pay the account in full will lead to the account being referred to a Collection Specialist and/or to the Lawyer.   If you do not pay within ten (10) days we are also obliged to report suspected financial abuse of vulnerable persons to the Police, Ministry of Health and to the investigations department of the Public Guardian and Trustee.
Enclosed is a copy of our Pre-Authorized Payment Program application form.  We strongly encourage you to sign up for the program to eliminate any future reoccurrence.
Also 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

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

Our attempts to resolve your overdue account have been unsuccessful.  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.  Accommodation payments must be received on the first day of each month.  

Your urgent attention is required.  Payment must be received by (insert date - 10 calendar days from date of letter).  Failure to pay the account in full will lead to the account being referred to a Collection Specialist and/or to the Lawyer.   If you do not pay within ten (10) days we will arrange for a capacity assessment to be conducted to determine if you are capable of managing own finances.

Enclosed is a copy of our Pre-Authorized Payment Program application form.  We strongly encourage you to sign up for the program to eliminate any future reoccurrence.

Also 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.

