To
[The Recipient Name]
[Business Name]
[Address]
Subject: Cancellation of the account [X] for [Y]
Dear Johnson,
You are hereby informed through this letter that we have decided to cancel your account with our company. Several factors are acting behind this cancellation but the most prominent being your inability to deposit the payments to the company account. Your account was reviewed, and we came to know that you have not been paying installments for the last three months. Last year, you were also irregular in paying installments. Despite several warnings, you were failed to change your attitude. Our company representative called you many times, but you never responded.
My dear, we give supreme importance to our clients and always try to facilitate them. But sometimes, we are left with no other option but to take hard steps like this.
According to our agreement, we are now forced to cancel your account because the company cannot tolerate such annoying behavior. If you are suffering from financial problems and want to resolve the issue, call our customer services representative at your earliest. He will guide you about all possible options to sort out the problem. We assure you that your account will be reinstated after payment but for now, it is assumed to be canceled. We want to restore our relations with you and wish you to come out of your bad times very soon.
Sincerely,
Williams
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