[Company Name]

[Billing Department Address]
[City, State, Zip Code]
[Phone Number]

[Date]

[Customer Name]
[Service Address]
[City, State, Zip Code]

Account Number: [Account Number]

Past Due Amount: ${Amount]

Original Due Date: [Date]

Subject: SECOND NOTICE - PAST DUE UTILITY BILL

Dear [Customer Name],

This is a formal reminder that your utility account remains past due. We sent an initial notice on
[Date of First Notice], but as of today, we have not received your payment.

To maintain your service without interruption, please submit a payment of ${ Amount]
immediately. Failure to settle this balance may result in additional late fees, service
disconnection, or a negative impact on your credit history.

Payment Options:
e Online: [Website URL]

e By Phone: [Phone Number]
e In Person: [Office Address]

If you have already sent your payment, please disregard this letter. If you are experiencing
financial hardship and need to discuss a payment plan, please contact our customer service
department at [Phone Number] as soon as possible.

Sincerely,

[Your Name/Department]
[Company Name]



