«Company_Name»
«Company_Full_Address»
«Todays_Date_Long»
«Customer_Name»
«Customer_Contact»
«Customer_Full_Address»
Dear «Customer_Contact»:
Our records indicate your account with us is past due. 
All past due transactions are listed below. 
Past Due in Period 1:
«Customer_Aging_Category_1_Detail» 

Past Due in Period 2:
«Customer_Aging_Category_2_Detail» 

Past Due in Period 3:
«Customer_Aging_Category_3_Detail» 

Past Due in Period 4:
«Customer_Aging_Category_4_Detail» 

If you notice a discrepancy between our records and yours, please let us know; or 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»
