<Contact Name>
<Address>
<Date>
Dear <Name>,
RE: SECOND REMINDER - OUTSTANDING ACCOUNT - Reference: <Reference>
We wrote to you recently reminding you that there is an outstanding amount of £<Amount> is overdue in respect of the following invoices, which remain unpaid:

	Invoice Number
	Invoice Amount

	<Number>
	£<Amount>

	<Number>
	£<Amount>

	<Number>
	£<Amount>

	Overdue Balance
	£<Amount>


If you have any queries regarding making payment, please contact us. If not, please organise payment to settle your account immediately.
Our bank details for your payment are:

Account name: 
<Name>
Bank:


<Bank>
Sort code: 

<Sort Code>
Account number: 
<Number>
If you have recently made payment, please accept our thanks and ignore this letter.
Yours sincerely, 
<Name>
<Position>

<Contact details>
