LETTERHEAD

DATE

Customer Name

Address

City, State  77777

Re: Your lawn maintenance account.

Dear (Customer Name),

This is our third notice concerning your past due amount of $XXXX.00. It is now three months past due. Because you have not contacted us to discuss any problems with your account or made any attempt to develop a payment plan, we must insist the entire amount be paid immediately.

We value our customers and make every attempt to meet their needs. However,

when a client makes no attempts at payment or communication, we must

regretfully seek outside collection assistance to gather what is rightfully ours. 

We do hope to avoid such action by receiving the entire balance due on your account.

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

Sincerely,

Your Name

Your Company
