
Overdue Account Balance Reconciliation 

Date: [Insert Date] 

To: [Customer's Name] 

[Customer's Address] 

[City, State, Zip Code] 

Dear [Customer's Name], 

We hope this message finds you well. We are reaching out regarding your account with us, 

which shows an overdue balance of [Insert Amount] as of [Insert Date]. 

To assist in reconciling this matter, we have detailed the account statements below: 

• Invoice Number: [Insert Invoice Number] - Amount Due: [Insert Amount] - Due Date: 

[Insert Due Date] 

• Invoice Number: [Insert Invoice Number] - Amount Due: [Insert Amount] - Due Date: 

[Insert Due Date] 

If you believe that this balance is incorrect, or if you have already made a payment, please 

provide the relevant documentation so that we can resolve this issue promptly. 

We appreciate your attention to this matter and look forward to your prompt response. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Contact Information] 


