
Date: [Insert Date] 

Subject: Action Required: Your Subscription Grace Period Has Expired 

Dear [Customer Name],  

We are writing to inform you that the grace period for your [Software Name] subscription has 

officially expired. Despite our previous reminders, we have not yet received payment for your 

outstanding invoice #[Invoice Number].  

Account Summary: 

Invoice Number: [Invoice Number] 

Due Date: [Date] 

Amount Due: [Amount]  

As the grace period has ended, your access to [Software Name] features and services may be 

restricted or suspended until the balance is paid in full. To avoid any further interruption to your 

workflow, please complete your payment as soon as possible.  

How to Pay: 

Please log in to your account portal at [Link to Payment Portal] to pay via credit card or bank 

transfer.  

If you have already sent your payment, please disregard this notice. If you are experiencing 

technical difficulties or have questions regarding your bill, please contact our billing department 

at [Phone Number] or [Email Address].  

Thank you for your prompt attention to this matter.  

Sincerely,  

[Your Name/Company Name] 

[Department] 

[Website]  


