<Your name>
<Address>
<Address>


[bookmark: _GoBack]<Date>


<Debtor’s name>
<Title>
<Address>
<Address>

Dear<Debtor’s name>
Letter of demand – outstanding payment
I am writing in reference to <details of contract or agreement> and payment not being received.
I enclose <specify the titles of the documents you are attaching, such as invoice number and an original quote> dated <insert date> for the outstanding amount of
$<amount>.
I demand full payment of the outstanding amount within <usually 14 days from the date of this letter – best to specify the date>.
<Optional>Alternatively, and without prejudice to my rights for full recovery of the debt, I am prepared to:
<Choose the option which is most appropriate>
· Accept the amount of $ <less than full payment> as full and final settlement of the debt if paid within 7 days <or other appropriate period> from the date of this letter.
<OR>
· Accept instalments of $<amount> per <week/month>until the debt is fully paid, the first instalment to be paid on <date> and thereafter on the first working day of every <week/month> until the debt is fully paid.
If this matter is not resolved by the time specified above, I reserve the right to commence legal proceedings to recover the debt without further notice to you and this letter may be tendered in court as evidence of your failure to pay.  Legal action may result in you having to pay legal costs, interest and could impact on your credit history. 
Should you wish to contact me to discuss, my telephone number is<insert number>.
Yours sincerely,


<Your name>


Demand Letter (Sample)

[Your Name]
[Your Address]
[City, State, ZIP Code]
[Email Address]
[Phone Number]
[Date]
[Recipient’s Name]
[Recipient’s Company Name]
[Street Address]
[City, State, ZIP Code]
Subject: Formal Demand for Payment of Outstanding Balance
Dear [Recipient’s Name],
This letter serves as a formal demand regarding the outstanding balance owed to me in the amount of $6,750.00, arising from services rendered under our agreement dated March 12, 2025.
As agreed, I provided commercial interior painting services for your office located at 214 West Maple Avenue, Denver, Colorado, with the work completed on April 10, 2025. Invoice #4587, issued on April 12, 2025, required payment within 30 days. Despite multiple reminders sent on May 15, 2025 and June 3, 2025, payment has not been received.
Your failure to remit payment constitutes a breach of our agreement. I have fulfilled my contractual obligations in full, and there are no outstanding issues that justify the continued delay.
Accordingly, I demand payment of the full amount of $6,750.00 no later than 15 days from the date of this letter. Payment may be made via check or electronic transfer using the previously provided payment details.
If payment is not received by [specific deadline date], I will have no choice but to pursue all available legal remedies, which may include filing a claim in court, seeking recovery of legal fees, interest, and any additional costs permitted by law. This letter is sent in good faith and is intended to provide an opportunity to resolve this matter without litigation.
Please treat this matter with the seriousness it warrants. I hope we can resolve this promptly and amicably.
Sincerely,
[Your Full Name]
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