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

We are still holding the item(s) you placed on layaway.  There has been no activity on this layaway for a considerable period of time.  We must hear from you and receive an additional deposit towards the merchandise as originally agreed, or we will have no choice but to cancel this transaction. 

As always, we appreciate your business and want to make your customer experience the best possible.  Do not hesitate to contact me if you have any questions.

Sincerely,

«Signature»
«Title»
«MyCompanyName»
