[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«DisplayName»
«BillAddrLine1»
«BillAddrLine2»
«BillAddrCity», «BillAddrCountrySubDivisionCode» «BillAddrPostalCode»
Dear «DisplayName»,
Despite previous reminders, the overdue balance of «OverDueBalance» on your account remains unpaid. This letter is our final notice.
If we do not receive payment or hear from you within 10 business days, we will have to consider next steps, which may include suspending service and referring the balance for collection.
We would much rather resolve this directly. Call us and we will work something out — but we do need to hear from you.
Sincerely,

[Your name]
[Title · Your company]
