[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«DisplayName»
«BillAddrLine1»
«BillAddrLine2»
«BillAddrCity», «BillAddrCountrySubDivisionCode» «BillAddrPostalCode»
Dear «DisplayName»,
Our records show an outstanding balance of «OverDueBalance» on your account for rent. If you’ve already sent payment, thank you — please disregard this notice.
Otherwise, please arrange payment promptly using your usual payment method. If something is preventing payment this month, contact us — earlier is always better.
This notice is provided as a courtesy record of your account status as of the date above.
Sincerely,

[Your name]
[Title · Your company]
