Overdue Account Follow-Up

Dear [Client's Name],

I hope this message finds you well. I am writing to follow up regarding the outstanding balance
on your account with us, which was due on [Due Date]. As of today, the amount of [Amount
Owed] remains unpaid.

We value your business and understand that oversights can happen. If there are any issues or
concerns regarding this payment, please do not hesitate to reach out. We are more than happy to
discuss any discrepancies or assist in resolving this matter.

For your convenience, | have included our payment details below:

o Payment Method: [Payment Method]
e Account Number: [Account Number]
e Due Amount: [Amount Owed]

Please let us know when we can expect to receive the payment. Your prompt attention to this
matter is greatly appreciated.

Thank you for your cooperation, and we look forward to continuing our professional
relationship.

Sincerely,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



