
URGENT: SECOND NOTICE - OVERDUE UTILITY ACCOUNT 

[Current Date] 

[Customer Name] 

[Service Address] 

[City, State, Zip Code]  

Account Number: [Insert Account Number] 

Amount Overdue: $[Insert Amount] 

Original Due Date: [Insert Date] 

Dear Customer, 

Our records indicate that we have not yet received payment for your utility account, despite a 

previous reminder sent on [Insert Date of First Notice]. This matter is now classified as urgent. 

To avoid a disruption in your utility services and potential late fees, please submit the total 

overdue amount of $[Insert Amount] immediately. If payment is not received by [Insert Final 

Deadline Date], we may be forced to initiate the disconnection process. 

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 experiencing 

financial hardship and cannot pay the full balance, please contact our billing department at 

[Insert Phone Number] immediately to discuss a payment plan. 

Sincerely, 

[Your Name/Department] 

[Company Name] 

[Customer Service Phone Number]  


