
Demand Letter for Payment 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request the payment of [Amount Due] as per our contract dated 

[Contract Date]. Despite previous reminders, this payment remains outstanding. 

The details of the payment are as follows: 

• Invoice Number: [Invoice Number] 

• Due Date: [Due Date] 

• Description of Services: [Description] 

As per our agreement, payment was due on [Due Date]. Please ensure that this payment is made 

by [Final Deadline] to avoid any further action. If payment has already been made, please 

disregard this notice. 

Thank you for your immediate attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Title/Position, if applicable] 


