(SEND 15 days after due date)
February 4, 2009
Company Name

Address 1

Address 2

City, ST, ZIP

Re: Account No. XXXXX
Dear Mr./Mrs. Smith,
This is a reminder that you have a past due balance of $XX for monitoring of your Alarm System located at (ADDRESS, CITY, STATE, ZIP). The due date for this payment to (Company Name) was (15 days before current date).  
We would be happy to discuss your account and answer any questions you may have regarding our contractually agreed upon payment terms. If payment has already been sent please disregard this reminder.

We appreciate your business, and we look forward to hearing from you soon.

Sincerely,

