LETTERHEAD

DATE 

Customer Name

Address

City, State 77777

Re: Your lawn maintenance account.

Dear (Customer’s Name)

This is a friendly reminder that your account has an overdue payment in the amount of $XXXX.00. Perhaps you overlooked the due date of (DATE).

We would appreciate your payment as soon as possible. If this

letter and your payment have crossed, please accept our gratitude and apologies  for any inconvenience.

If you would like to discuss this payment, please call at (YOUR PHONE NUMBER). You can also reach us by email 24 hours per day at (Your Email Address).

Sincerely,

Your Name

Company Name
