<Insert date>
<Insert name>
<Insert address>
RE: FINAL NOTICE - OUTSTANDING ACCOUNT

<Insert name>
Despite numerous requests for payment your account still remains outstanding. 

We demand payment of your outstanding account or we will list your details with our collection agency as of <insert specified date>.
If you wish to prevent this, please settle your account before the above date.

 
Regards, 
<Insert Name>
<Insert position>
