	Your Company Name
Accounts Receivable Department
	123 Business Street
City, State 00000
(000) 000-0000
accounts@yourcompany.com



[Month DD, YYYY]

Customer Name
Company Name
456 Client Avenue
City, State 00000

Re: Second Reminder – Overdue Balance of $[0,000.00]
Dear [Customer Name],
Our records show that your account is now [30] days past due. We sent a reminder on [date] but have not yet received payment for the invoices listed below.

	Invoice No.
	Invoice Date
	Due Date
	Days Overdue
	Balance

	INV-0000
	[Date]
	[Date]
	30
	$0,000.00

	INV-0000
	[Date]
	[Date]
	15
	$000.00

	
	
	
	Total
	$0,000.00



Please arrange payment within [7] days of the date of this letter. If there is a problem with the invoice or you would like to discuss a payment plan, please call me directly so we can find a solution together.
We appreciate your prompt attention to this matter.
Sincerely,

Your Name
Accounts Receivable Manager
Your Company Name  •  (000) 000-0000




