To,
Mr. Phil White
Summerhill and Co. 
From,
Alex Summer
Accounts manager
ABC cleaners.
Dear Mr. White,
I am writing to inform you that the payment for our last project is overdue by a month. The last payment was made by you on 2nd July 20XX. The next payment of $1500 was due on 2nd August 20XX however, after three reminders, the payment is still outstanding. I would request you to please clear the dues at your earliest.
We have provided our cleaning service to you for about six months now and have never delayed work at our end. We expect the same level of professionalism from our clients by having our dues cleared on time as it helps us to maintain the standard of our services.
I regret to inform you that if the payment is not made by 10th September, we will cease to provide our services to your company. Also, as per our company policy, a fine of 1.5% on the total sum has been imposed on your payment. We hope that in the future your company will make payments on time so that we can continue our affiliation.
You can contact me at my office number [X] in case you have any queries.	
Thank you and looking forward to your response.
Regards,
Alex Summer
Signatures.
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