[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«DisplayName»
«BillAddrLine1»
«BillAddrLine2»
«BillAddrCity», «BillAddrCountrySubDivisionCode» «BillAddrPostalCode»
Dear «DisplayName»,
This is our second notice regarding the overdue balance of «OverDueBalance» on your account. Your total account balance is «Balance».
We ask that you settle the overdue amount within 10 business days of the date of this letter. If you’re experiencing difficulties, contact us — we would rather arrange a payment plan than let an account go further past due.
If payment has crossed this letter in the mail, thank you — no further action is needed.
Sincerely,

[Your name]
[Title · Your company]
