To
[The Recipient Name]
[Business Name]
[Address]
Subject: Account cancellation due to non-payment of [X]
Dear Andrew,
In my last meeting with you, I indicated that any missing payment would lead to your account cancellation. Today, I regret to inform you through this letter that we are canceling your account with us. I have been forced to take this hard decision because you are consistently missing your payments. Despite several warnings, you were failed to deposit the minimum amount which is required to prevent cancellation.
The finance manager of the company reviewed your account. After a thorough investigation, it was brought to my notice that you were to deposit 1000US$ three months ago. Now, 60 days have passed since the last date, but you have failed to deposit the said amount. Due to this reason, I have left you with no option but to close your account immediately.
We have been in a strong business relationship and wish to continue it for a long time. I assure you once this issue is resolved, your account with the company will be reinstated. We can understand this delay might be caused due to your financial problems because you are a regular customer of the company, and you never gave us any chance of complaint. Considering it, I wish to resolve this matter with you through a face-to-face meeting. I advise you to call the customer services helpline of the company and try to arrange an alternative plan for payment. After you will have cleared your previous payment, only then we will be able to open another account for you. Your prompt action is required in this regard.
I wish to continue doing business with you and advise you to clear your previous payment as early as possible.
Sincerely,
Lee
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