[Your Company Name]
[Your Company Address]
[City, State, Zip Code]
[Date]

[Recipient Name]

[Recipient Address]

[City, State, Zip Code]

RE: FINAL WARNING - NOTICE OF GRACE PERIOD EXPIRATION

Dear [Recipient Name],

This letter serves as formal notification that the grace period regarding [ Account
Number/Contract Name] has expired as of [Date].

Despite our previous attempts to resolve this matter on [Date of First Notice] and [Date of
Second Notice], we have not received the required [Payment/Action].

Please be advised that this is your final warning. If the outstanding [ Amount/Task] is not
received by [Final Deadline Date], we will be forced to take the following actions:

o Immediate suspension or termination of services.
o Referral of this account to a third-party collection agency.
e Legal action to recover the full amount owed plus interest and fees.

To prevent these measures, please submit your [Payment/Documentation] immediately via
[Payment Method/Website].

If you have already sent the [Payment/Action] within the last 24 hours, please disregard this
notice.

Sincerely,
[Your Name/Department]

[Your Title]
[Your Phone Number]



