10 July 20.. 
Mr. Bob Delan 
Franklin Supermarket 
100 Frank Street 
Hampton, Massachusetts 84321 

Dear Mr. Delan: 
ACCOUNT NO. 67543
[bookmark: _GoBack]According to our records, you have not yet settled your account for electronic equipment supplied to you on 1 April 20XX. We sent you a detailed statement of your account on 5 May 20XX, but as this may not have reached you, we are now taking this opportunity of sending you a further copy of this statement, The outstanding amount is $575 which was due on 5 June 20XX. If you have settled this account since receiving your most recent statement, please accept my apologies for troubling you. 
We believe that the quality of our product is satisfactory to your needs and would welcome your early settlement of this account.
We are at your service at all times.
Yours Sincerely,
