LETTERHEAD

Date

Customer Name

Address

City, State   77777

Re: Account 2289

Dear (Customer Name),

This is our second notice concerning your past due balance of $XXXX.00 for services to your lawn maintenance account. Please pay this past due balance upon receipt.

We value all our customers, and wish to continue our business relationship with

you. However, we must receive payment in order to do so.

If you would like to discuss your account, please contact us (Your Phone Number) or by email 24 hours a day at (Your Email Address). 

We appreciate your prompt attention to this matter.

Sincerely,

Your Name

Company Name

