
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

RE: Demand for Payment of Outstanding Debt  

I hope this letter finds you well.  

I am writing to formally request payment of the amount owed to me, as 

detailed below:  

**Amount Due:** $[Amount]  

**Date Due:** [Original Due Date]  

**Invoice Number (if applicable):** [Invoice Number]  

Despite previous reminders regarding this matter, the payment remains 

unpaid. I kindly ask that you remit the total outstanding amount no later 

than [Final Deadline Date] to avoid further action.  

Please send the payment to the address listed above or via [Preferred 

Payment Method]. If you have already sent the payment, please disregard 

this letter.  

Thank you for your attention to this matter. I look forward to resolving 

this issue promptly.  

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


