Your company letterhead here

<Insert Date Here>

<Insert customer name>

<Insert customer address>

<Insert customer city and province>

<Insert customer postal code>

Dear Valued Customer:

We recently brought to your attention the past due amount owing on your account with <Insert your company name>.  This balance has been outstanding in excess of 90 days.
Payment of all past due amounts is now due.  Please contact <name of collector> at <phone number of collector> to arrange payment.  Failure to do so could restrict your open account status.  To ensure your good credit standing, we ask that you please address this matter.  
If you have already forwarded your payment please disregard this notice and accept our thanks; otherwise, please forward your payment immediately.  
Sincerely,

<Insert name of person signing this letter>
<Insert signer’s title>
