
Date: [Insert Date] 

Subject: NOTICE OF UNPAID UTILITY BALANCE 

Account Number: [Insert Account Number] 

Service Address: [Insert Service Address]  

Dear [Customer Name], 

This letter is to inform you that your utility account for [Type of Utility, e.g., Water/Electricity] 

is currently past due. Our records indicate an outstanding balance of $[Insert Amount] which 

was due on [Insert Original Due Date]. 

To avoid a disruption in your service, please submit your payment immediately. You may pay 

your bill through the following methods: 

• Online: [Insert Website URL] 

• Phone: [Insert Phone Number] 

• Mail: [Insert Mailing Address] 

If payment has already been sent, please disregard this notice. If you are experiencing financial 

hardship and cannot pay the full amount at this time, please contact our billing department at 

[Insert Phone Number] to discuss potential payment arrangements. 

Failure to settle this balance or contact us by [Insert Deadline Date] may result in the 

disconnection of your services and additional reconnection fees. 

Sincerely, 

[Your Name/Department] 

[Company Name] 

[Contact Information]  


