Payment Reminder Letter 

Dear _____________________,(Customers name) 

After reviewing our records, it appears that your account is past due. This notice is a reminder that your payment was due on _______________________(Insert Date) in the amount of ____________(Insert Amount). Please include your account number when submitting your payment to facilitate proper processing. Acceptable payment methods are Visa, Master Card, Money Order, cashier’s check. 

If you have already sent your payment into our processing center, please disregard this notice. If your payment has not been received, please submit it promptly by mail. 

Sincerely, 

