
[Your Company Name] 

[Billing Department Address] 

[City, State, Zip Code] 

[Date] 

[Customer Name] 

[Company Name] 

[Customer Address] 

[City, State, Zip Code] 

RE: URGENT NOTICE - SOFTWARE SUBSCRIPTION OVERDUE (Account: [Account 

Number]) 

Dear [Customer Contact Name], 

Our records indicate that your payment for your [Software Name] subscription is now 

significantly overdue. Despite previous notifications, we have not yet received payment for 

Invoice #[Invoice Number] in the amount of $[Amount Due]. 

This is an urgent notice to inform you that if payment is not received by [Date], your access to 

the software and all associated data will be temporarily suspended. 

To avoid any disruption to your business operations, please complete your payment immediately 

using one of the following methods: 

• Online Portal: [Link to Billing Portal] 

• Credit Card: Update your details in the "Billing" section of your dashboard. 

• Bank Transfer: [Provide Banking Details] 

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

technical difficulties or have questions regarding this invoice, please contact our billing team at 

[Phone Number] or [Email Address] immediately. 

We value your business and hope to resolve this matter quickly to ensure your continued service. 

Sincerely, 

[Your Name/Department Name] 

[Your Title] 

[Your Company Name] 


