[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«DisplayName»
«BillAddrLine1»
«BillAddrLine2»
«BillAddrCity», «BillAddrCountrySubDivisionCode» «BillAddrPostalCode»
Dear «DisplayName»,
We provide bookkeeping services for [Client business name]. Our records show an overdue balance of «OverDueBalance» on your account with them.
Please arrange payment within 10 business days, or contact [client contact] directly if you believe this balance is in error or need to discuss terms.
If payment has already been sent, thank you — no further action is needed.
Sincerely,

[Your name]
[Title · Your company]
