
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Your Email Address]  

[Your Phone Number]  

[Date]  

[Debtor's Name]  

[Debtor's Address]  

[City, State, Zip Code]  

Subject: Demand for Payment  

Dear [Debtor's Name],  

I am writing to formally demand payment for the outstanding debt of 

[Amount Owed] that you owe to me for [brief description of goods/services 

provided]. According to my records, the payment was due on [Due Date] and 

is currently [Number of Days Late] days overdue.  

Despite previous communications regarding this matter, I have yet to 

receive payment or a response from you. This letter serves as a final 

demand for payment.  

Please remit the total amount due by [Final Response Date, typically 10-

14 days from the date of this letter] to avoid further action, which may 

include legal proceedings.  

Payment can be made via [accepted payment methods]. If you believe this 

amount is in error, please contact me immediately to resolve the issue.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title/Position, if applicable] 


