«MyCompanyName»
«MyCompanyAddrBlock»
«MyCompanyPhoneNumber»
«LetterDate»
«AddrBlock»
Dear «MrMsMrs» «FirstName» «LastName»,

Our records show that your item is due for service.  We would be privileged to provide this service for you.  Please give us a call at your convenience to schedule an appointment.  

As always, we appreciate your business and welcome your call with any questions you may have.

Sincerely,

«Signature»
«Title»
«MyCompanyName»
