Details of the recipient
Name
Contact details
Address.
Subject: reminder for the due payment
Dear Mr. ABC,
This letter is being written to let you know that you have not paid the money to the company that you were supposed to pay on the 1st of April, 20XX. We hope that you will pay us very soon.
The due amount to be paid by you is 1000$. All the additional charges and applied tax has been included in the due amount. There are no hidden charges.
If you have already paid your account and we could not see it because of not updating our system, please write us back or contact us via phone call and let us know when you paid so that we can update your account details.
We also devise easy payment plans for our valuable customers on their special request. If you are also going through a financial crisis, you can let us know. We would love to make it easy for you to pay us back in flexible installments in any timeframe. Our representatives will be available to provide you with assistance and counseling. Please consider this letter as a gentle reminder from the company to you so that you can pay us back if you have forgotten.
We are looking forward to your early response.
Regards,
Sincerely
Name of the sender,
Designation of the sender in the company.
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