	
	Your company name
123 Your Street
City, Province  A1A 1A1
phone | email


Month Day, Year
Dear {{first_name}},
This is a friendly reminder that your balance of {{amount_due}} is due on {{due_date}}. If you have already sent your payment, thank you, and please disregard this letter.
If you have any questions about this balance, or would like to set up a payment plan, call or email us using the details at the top of this letter. Thank you for your business, {{first_name}}.
Sincerely,
Your name
Keep the top-left area of the first page empty. We print the return and recipient addresses there, for a double-window envelope.
