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August 19, 2008

 ABC Painting, LLC

1345 Winding River Rd.

Anyplace, MI 99999 (business address)

(513) 999-9999 (business number)

www.websitenamehere.com

August 19, 2008
1234 Anyname Drive

Anyplace, OH 99999 (customer’s address)
Dear Mr. and Mrs. Smith:
This is just a friendly reminder that payment has not yet been received for the work that was performed at your home on August 12th.  As a small business operation, we rely heavily on weekly cash flow to pay our vendors and to keep up with our numerous other financial obligations, all of which allows us to continue to serve our customers in the most effective and efficient manner possible.  If there are any questions or concerns you have about the work performed, please give me a call to let me know so that we can resolve them.

I’ve enclosed another self-addressed stamped envelope for your convenience.  Please make your check for $895 payable to “ABC Painting”.  Thank you again for the opportunity to work in your home, and don’t hesitate to give me a call with any questions.

Sincerely,
Joe Blow
Owner - ABC Painting, LLC

