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[date]
[debtor's name & address]
Dear Sir/Madam [or name of the person if known],
RE:  OUTSTANDING ACCOUNT
We are concerned that your account with us is overdue.  The current balance of your account is $[amount].
We enclose copies of our invoices relating to that account. 

We draw to your attention that the goods/services were supplied to you on the [date]. Our terms of trade are that goods are to be paid in full within seven (7) days of delivery. 

If there is any difficulty with the account will you please discuss this with us as soon as possible. Otherwise, we shall expect payment of the above sum within seven (7) days of the date of this letter. 

Yours faithfully, 

[Your name]
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