[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«FirstName» «LastName»
«AddressLine1»
«City», «State» «PostalCode»
Dear «FirstName»,
This is a friendly reminder that a payment of «AmountDue» was due on «DueDate» and remains outstanding.
If you’ve already sent payment, thank you — please disregard this note. Otherwise, we’d appreciate payment at your earliest convenience.
Questions? Contact us at [phone / email] and we’ll sort it out together.
Sincerely,

[Your name]
[Title · Your company]
