DATE:
To
[The Recipient Name]
[Recipient Business Name]
[Recipient Business Address]
[Other text]
Dear [Name of Client/Customer],
Please address this letter as a reminder that you are overdue for the payment of [Service/Product]. The original payment due date was [Date]. It has been [Number of Days/Weeks] over the due date. If the payments are not made by [Extended Due Date], we will have to stop providing you with [Product/Service].
Sincerely,
[Your Name]
[Your Business Name]
[Address Line 1]
[Address Line 2]
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