Company Name


Address


City, State/Province  Zip/Postal Code


Telephone • Fax


March 3, 1995


Chris Fields


West Coast Sales


P.O. Box 5555


Anytown, WA  98999


Dear Chris Fields:


This is a reminder about invoice number 9999 for $6,500.99, which is now over 30 days past due. If there is a problem with this invoice, please call me at once so we can correct it.


Thank you for your business and for your prompt attention to this matter.


Sincerely,


Pat Wong


Account Representative





P.S. If your payment is already in the mail, please accept our thanks and disregard this notice.


