
Formal Demand Letter 

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] 

Subject: Demand for [Specify Relief/Compensation] 

Dear [Recipient's Name], 

I am writing to formally demand [specify the relief sought, e.g., payment, action, etc.] as a result 

of [briefly explain the situation or incident]. This letter serves as a final opportunity for you to 

resolve this matter amicably before I initiate legal proceedings. 

As you are aware, on [date of incident], [describe the incident or issue, including relevant 

details]. This has resulted in [explain the impact, loss, or damages incurred]. The details are as 

follows: 

• [Detail 1] 

• [Detail 2] 

• [Detail 3] 

Based on the above circumstances, I demand that you [clearly state the action you want them to 

take]. I expect a response by [set a deadline, e.g., 14 days from the date of this letter]. Failure to 

respond by this date will compel me to pursue legal options without further notice to you. 

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

Sincerely, 

[Your Name]  

[Your Title, if applicable] 


