[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«DisplayName»
«BillAddrLine1»
«BillAddrLine2»
«BillAddrCity», «BillAddrCountrySubDivisionCode» «BillAddrPostalCode»
Dear «DisplayName»,
Your rent payment is past due. The outstanding balance on your account is «OverDueBalance», which may include late fees as provided in your lease.
Please pay the full balance within [X] days of the date of this letter. If you are unable to pay in full, contact us immediately to discuss options.
Please refer to your lease for the terms that apply to late payment. We would rather resolve this early and directly.
Sincerely,

[Your name]
[Title · Your company]
