[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«DisplayName»
«BillAddrLine1»
«BillAddrLine2»
«BillAddrCity», «BillAddrCountrySubDivisionCode» «BillAddrPostalCode»
Dear «DisplayName»,
Despite prior notices, the balance of «OverDueBalance» for completed work remains unpaid. This is our final notice before we pursue the remedies available to us, which may include collection and, where applicable, lien rights.
To resolve this, pay the balance or contact us within 10 business days of the date of this letter.
We would prefer to close this out directly — please call.
Sincerely,

[Your name]
[Title · Your company]
