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

Have you forgotten us? This is a reminder that your Membership Fees are past due. Our records indicate you have an Overdue Amount of $«Customer_Aging_Category_2_Summary». 
We cannot continue our important work without the support of our valued members, and we look forward to receiving your payment very soon.

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

Sincerely,

«Company_Name» 

«Company_Telephone_Number»
«Company_Full_Address»
