[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«DisplayName»
«BillAddrLine1»
«BillAddrLine2»
«BillAddrCity», «BillAddrCountrySubDivisionCode» «BillAddrPostalCode»
Dear «DisplayName»,
Thank you again for choosing us for your recent project. Our records show an outstanding balance of «OverDueBalance» on your account.
We know these things slip by — if payment is already on the way, thank you, and please disregard this letter. Otherwise we’d appreciate payment at your earliest convenience.
If you have any questions about the work or the invoice, call us directly — we stand behind both.
Sincerely,

[Your name]
[Title · Your company]
