«Company_Name»
«Company_Full_Address»
«Todays_Date_Long»
«Customer_Name»
«Customer_Contact»
«Customer_Full_Address»
Dear «Customer_Contact»:

Have you forgotten us? This is just a friendly reminder that your account with us is past due. Our records indicate you have an Overdue Amount of $«Customer_Aging_Category_1_Summary». The following invoices are overdue: 

«Customer_Aging_Category_1_Detail»
Considering your excellent payment history, we’re certain this is just an oversight on your part. I’m sure we will receive your check within the next few days. 

If you have already sent us your payment, please disregard this reminder. Thank you for your continued business.

Sincerely,

«Customer_Sales_Rep_Name»
«Company_Name» 

«Company_Telephone_Number»
«Company_Full_Address»
