
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, ZIP Code]  

Re: Demand for Payment  

Dear [Recipient's Name],  

I hope this letter finds you well. I am writing to formally demand 

payment for the amount of [specify amount] that is owed to me as a result 

of [brief description of the reason for the debt, e.g., services 

rendered, goods provided, etc.].  

The details of the transaction are as follows:  

- Date of transaction: [insert date]  

- Description of services/products: [insert details]  

- Amount owed: [insert amount]  

Despite my previous attempts to resolve this matter amicably, the payment 

has not been received. I kindly ask that you remit the amount owed by 

[insert deadline, e.g., 10 days from the date of this letter] to avoid 

further action.  

You may send the payment to the address listed above. Should you have any 

questions, please do not hesitate to contact me at [your phone number or 

email address].  

Thank you for your prompt attention to this matter.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name] 


