[Date]

[Customer Name]

[Service Address]

[City, State, Zip Code]

RE: INITIAL NOTICE OF DELINQUENT UTILITY ACCOUNT

Account Number: [Account Number]

Dear [Customer Name],

Our records indicate that your municipal utility account is currently past due. As of the date of
this letter, the total outstanding balance is ${ Amount Due]. This balance was due on [Original

Due Date].

To avoid further collection actions, late fees, or a potential disruption of service, please submit
your payment immediately. You may pay your bill through the following methods:

e Online at: [Website URL]
e By phone at: [Phone Number]
e In person or by mail at: [Office Address]

If you have already sent your payment, please disregard this notice. If you are experiencing
financial hardship or believe there is an error with your billing, please contact our Billing
Department at [Contact Phone Number] during regular business hours to discuss payment
arrangements.

Thank you for your prompt attention to this matter.

Sincerely,

[Name/Department Name]
[Municipality Name] Utility Department



