[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«CustomerName»
«AddressLine1»
«AddressLine2»
«City», «State» «PostalCode»
Dear «CustomerName»,
Our records show invoice «Number» with an open amount of «AmountRemaining» was due on «DueDate» and is now «DaysOverdue» days past due.
You can pay online at any time here: «HostedInvoiceUrl». If payment is already on its way, thank you — please disregard this letter.
If something about this invoice doesn’t look right, reply and we’ll straighten it out quickly.
Sincerely,

[Your name]
[Title · Your company]
