[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«DisplayName»
«BillAddrLine1»
«BillAddrLine2»
«BillAddrCity», «BillAddrCountrySubDivisionCode» «BillAddrPostalCode»
Dear «DisplayName»,
The work on your project was completed and the outstanding balance of «OverDueBalance» is now well past due. This is our second notice.
We ask for payment within 10 business days. If cash flow is the issue, call us — we can usually arrange a schedule that works for both of us.
We take pride in doing right by our customers, and we appreciate customers who do right by us.
Sincerely,

[Your name]
[Title · Your company]
