
Date: [Insert Date] 

To: 

[Customer Name] 

[Company Name] 

[Address Line 1] 

[City, State, Zip Code]  

Subject: FINAL NOTICE: Overdue Subscription Balance for [Software Name] 

Dear [Customer Name], 

This letter serves as a formal notice that your account for [Software Name] is currently in 

default. Despite previous payment reminders, we have not received the outstanding balance for 

your subscription. 

Account Details: 

Account Number: [Account Number] 

Invoice Number(s): [Invoice Numbers] 

Total Amount Due: [Currency and Amount] 

Due Date: [Original Due Date]  

Your access to the software is currently [suspended/scheduled for termination]. To avoid further 

interruption of service and the transfer of your account to an external collection agency, please 

remit payment in full by [Deadline Date]. 

Payment Options: 

1. Online: Log in to your portal at [Website URL] 

2. Bank Transfer: [Bank Details] 

3. Phone: Call us at [Phone Number]  

If payment has already been sent, please disregard this notice. If you are experiencing financial 

difficulties or believe there is an error, please contact our billing department immediately at 

[Email Address] or [Phone Number]. 

Failure to settle this balance by the deadline may result in a permanent loss of data and a report 

to credit bureaus. 

Sincerely, 

[Your Name/Department] 

[Your Company Name] 

[Contact Information]  


