
 

 

<Insert date> 

 

 

<Insert name> 

<Insert address> 

 

 

 

 

RE: SECOND REMINDER - OUTSTANDING ACCOUNT 

 

<Insert name> 

We wrote to you recently reminding you of the outstanding amount of $<Insert amount> for Invoice 

number/s <Insert invoice number/s>, but it appears to remain unpaid. If you have any queries 

regarding its payment or if we can help you in any way please call. 

If not, please organise for settlement of this account immediately. 

If payment has recently been made, please accept our thanks and ignore this reminder. 

 

Regards, 

 

<Insert Name> 

<Insert position> 

 

 

 


