[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«DisplayName»
«BillAddrLine1»
«BillAddrLine2»
«BillAddrCity», «BillAddrCountrySubDivisionCode» «BillAddrPostalCode»
Dear «DisplayName»,
Our records show an overdue balance of «OverDueBalance» on your account. We know invoices slip through the cracks — this is just a friendly reminder.
If payment is already on its way, thank you, and please disregard this letter. If not, we’d appreciate payment at your earliest convenience.
Questions about your balance? Reply to this letter or call us — we’re happy to walk through the details together.
Sincerely,

[Your name]
[Title · Your company]
