
Demand for Payment 

[Your Name] 

[Your Address] 

[City, State, ZIP Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Address] 

[City, State, ZIP Code] 

Subject: Demand for Payment 

Dear [Recipient's Name], 

I hope this letter finds you well. I am writing to formally request payment for the outstanding 

amount of [Amount] that remains unpaid for [Describe the service/product]. The payment was 

due on [Due Date], and as of today, it has not been received. 

As per our agreement, I kindly ask that you remit the payment within [Number of Days] days 

from the date of this letter. Payment can be sent to [Your Payment Address or Method]. If you 

have already sent the payment, please disregard this notice. 

Should you have any questions or require further clarification, please feel free to contact me at 

[Your Phone Number] or [Your Email Address]. I appreciate your prompt attention to this 

matter. 

Thank you for your cooperation. 

Sincerely, 

[Your Signature (if sending a hard copy)] 

[Your Printed Name] 


