
URGENT: DISCONNECTION NOTICE 

Date: [Insert Date] 

Account Number: [Insert Account Number] 

Property Address: [Insert Service Address]  

Dear [Customer Name], 

Our records indicate that your municipal utility account is currently past due. This letter serves as 

your FIRST NOTICE that your utility services (Water/Sewer/Electric) are scheduled to be 

disconnected unless payment is received immediately. 

Account Summary: 

Past Due Amount: $[Insert Amount] 

Late Fees: $[Insert Fees] 

Total Amount Required to Avoid Shutoff: $[Insert Total Amount]  

Shutoff Date: [Insert Date] 

To prevent the interruption of your service and an additional reconnection fee of $[Insert Fee 

Amount], please pay the total amount due by 5:00 PM on the business day prior to the shutoff 

date listed above. 

Payment Options: 

• Online: [Insert Website URL] 

• Phone: [Insert Phone Number] 

• In Person: [Insert Office Address] 

If you have already made this payment, please disregard this notice. If you are unable to pay the 

full balance, please contact our billing department immediately at [Insert Phone Number] to 

discuss a potential payment arrangement. 

Sincerely, 

 

[Department Name] 

[Municipality Name]  


