[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«DisplayName»
«BillAddrLine1»
«BillAddrLine2»
«BillAddrCity», «BillAddrCountrySubDivisionCode» «BillAddrPostalCode»
Dear «DisplayName»,
A quick note on billing: our records show an overdue balance of «OverDueBalance» on your account.
If it’s already in process, thank you — accounts payable timing catches everyone. If not, we’d appreciate payment within 10 business days so the work keeps moving without interruption.
Any questions about the invoices behind this balance, ask — happy to re-send or walk through them.
Sincerely,

[Your name]
[Title · Your company]
