Your company letterhead here

<Insert Date Here>
<Insert customer name>
<Insert customer address>
<Insert customer city and province>
<Insert customer postal code>
To Whom It May Concern:

Please find enclosed a statement indicating that your account at <Insert your company name> is past due.  
To avoid an interruption in your credit privileges, please contact our Accounts Receivable Department at <insert your phone number here> to arrange payment.  Our helpful Collections Team will be able to answer any questions you may have.
If you have already forwarded your payment please disregard this letter and accept our thanks; otherwise, please forward your payment immediately.  






Sincerely,

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