
[Your Company Name] 

[Billing Department Address] 

[City, State, Zip Code] 

[Date] 

[Customer Name] 

[Customer Address] 

[City, State, Zip Code] 

Subject: First Notice: Payment Declined for [Software Name] Subscription 

Dear [Customer Name], 

We are contacting you to let you know that our recent attempt to process the payment for your 

[Software Name] subscription was declined by your financial institution. 

Transaction Details: 

Invoice Number: [Invoice #] 

Date of Attempt: [Date] 

Amount Due: [Amount] 

To avoid any interruption in your service, please update your payment information or ensure 

sufficient funds are available in your account. We will attempt to process the payment again on 

[Date of Second Attempt]. 

You can update your billing details by logging into your account here: [Link to Billing Portal] 

If you have already resolved this issue or believe this is an error, please contact our support team 

at [Support Email/Phone Number]. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name/Department Name] 

[Your Company Name] 


