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:
Our previous attempts to bring attention to the past due amount owing on your account at <insert company name here> have been disregarded.  
The balance owing is now seriously past due, we cannot accept any further delay of payment.  
Please contact <name of collector> at <phone number of collector> to arrange payment.  <Name of collector> will be able to answer any questions you may have regarding your account.
Failure to respond to this notice in the next 10 (ten) days will result in your account being turned over to an outside collection agency.  
If you have already forwarded your payment please contact <name of collector> and provide details; otherwise, forward your payment immediately.  
Sincerely,

<Insert name of person signing this letter>
<Insert signers title>

