Date: [Insert Date]

Subject: Important: Notice of Potential Account Closure

Dear [Customer Name],

We are writing to inform you that your account ([Account Number/Username]) is currently at
risk of closure due to [Reason: e.g., prolonged inactivity / failure to verify identity / outstanding

balance].

To keep your account active and avoid any disruption in service, please take the following action
by [Deadline Date]:

e [Action Step 1: e.g., Log in to your account]
e [Action Step 2: e.g., Update your billing information]

e [Action Step 3: e.g., Submit required documentation]

If no action is taken by the date mentioned above, we will proceed with closing your account on
[Closure Date]. Once closed, you may lose access to [List services/data that will be lost].

If you believe this notice was sent in error or if you need assistance, please contact our support
team at [Phone Number] or [Email Address].

Thank you for your prompt attention to this matter.
Sincerely,

[Your Name/Company Name]
[Department Name]



