[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«DisplayName»
«BillAddrLine1»
«BillAddrLine2»
«BillAddrCity», «BillAddrCountrySubDivisionCode» «BillAddrPostalCode»
Dear «DisplayName»,
Despite previous reminders, the outstanding balance of «OverDueBalance» on your account remains unpaid.
If the balance is not paid or an arrangement made within [X] days, we will begin the formal process provided under your lease and applicable law. We’d prefer not to — talking to us now keeps options open.
This letter is part of the record of your account. Payment plans remain available if arranged before the deadline above.
Sincerely,

[Your name]
[Title · Your company]
