DEMAND LETTER

Replace every [bracketed] item with your details; delete options that don't apply. These templates are general forms for informational purposes, not legal advice, and no attorney-client relationship is created by using them. Laws vary by state and country — have a licensed attorney review any document before you rely on it.
[Your Name]
[Your Address]
[Date]
[Recipient Name]
[Recipient Address]
RE: FORMAL DEMAND FOR PAYMENT — [Amount]
Dear [Recipient Name],
This is a formal demand for payment of [Amount], owed to me for [state the basis plainly: "invoice #123 for web design services delivered on [date]" / "the security deposit withheld from the tenancy at [address]" / "repair costs from the incident on [date]"].
The relevant facts are:
1. On [Date], [what was agreed — reference any contract, invoice, or receipt].
2. On [Date], [what happened / what was delivered].
3. Despite [previous requests on: dates], the amount remains unpaid.
Copies of [invoice / contract / photos / correspondence] are enclosed.
I require payment of [Amount] by [Deadline — typically 14 days from this letter], by [payment method/details].
If payment is not received by that date, I intend to pursue all available remedies without further notice, including filing a claim in [small-claims court / the relevant tribunal], where I will also seek [filing fees, interest, and costs] as permitted.
I would prefer to resolve this without court involvement. If you dispute this debt, respond in writing by [same deadline] setting out your grounds.
Yours faithfully,
[Signature]
[Your Name]
[Phone / Email]
Sent by: [email and registered post / method with proof of delivery]
Free template from freecontracttemplate.com — free to use and share.
