
A strong demand letter for payment is an essential tool for
individuals or businesses seeking to collect a debt or resolve
a  payment  issue.  This  type  of  letter  serves  as  a  formal
request  for  payment  and  can  be  used  before  taking  legal
action. Below are six templates for writing a strong demand
letter for payment, each tailored to different situations,
followed by examples for each.

 

Purpose  of  a  Strong  Demand  Letter  for
Payment
The  purpose  of  a  strong  demand  letter  for  payment  is  to
clearly  and  assertively  request  payment  of  a  debt  or
outstanding  amount.  This  letter  should  serve  as  a  formal
reminder of the debt owed and a warning of potential legal
action if the debt is not settled promptly.

 

Key Elements of a Strong Demand Letter
for Payment
– Clarity in Amount Owed: Clearly state the amount owed.
– Details of the Debt: Outline the origins and terms of the
debt, including any relevant dates and agreements.
– Urgency and Firmness: Convey a sense of urgency and firmness
in your request for payment.
–  Consequences  of  Non-Payment:  Mention  the  potential
consequences  of  non-payment,  including  legal  action.
– Payment Instructions: Provide clear instructions on how the
debtor can make the payment.
– Deadline for Payment: Set a specific deadline for payment.
– Contact Information: Include your contact information for
any queries.

 



Tips for Writing a Strong Demand Letter
for Payment
1. Be Professional and Respectful: Maintain a professional
tone throughout the letter, despite the firm language.
2. Be Specific and Concise: Provide specific details about the
debt without unnecessary elaboration.
3. Include Supporting Documents: Attach copies of any relevant
contracts, invoices, or agreements.
4. State Potential Legal Action: Clearly state that you are
prepared to take legal action if necessary, but avoid making
threats.
5. Send the Letter via Certified Mail: Sending the letter by
certified mail ensures that you have a record of its delivery.

 

Strong Demand Letter for Payment Template
1: Overdue Invoice

[Your Name]
[Your Company Name]
[Address]
[City, State, Zip Code]
[Date]

[Recipient’s Name or Company’s Name]
[Address]
[City, State, Zip Code]

Dear [Recipient’s Name],

I am writing to remind you of the overdue invoice [Invoice
Number],  dated  [Invoice  Date],  for  the  amount  of  [Amount
Owed]. This amount was due for payment on [Due Date], and as
of today, it remains outstanding.

We have sent previous reminders, and your failure to settle



this debt is concerning. We request immediate payment of this
overdue amount. Please make the payment by [Deadline Date] to
avoid any further action, which may include legal proceedings.

Payment can be made to [Payment Details]. If you have any
queries regarding this matter, do not hesitate to contact me
at [Your Contact Information].

We expect prompt resolution of this matter.

Sincerely,

[Your Name]
[Your Position]

 

Example for Template 1

John Doe
Doe Enterprises
123 Business Ave
Metropolis, NY 10001
October 5, 2021

Acme Corporation
456 Industrial Rd
Metropolis, NY 10002

Dear Accounts Payable Department,

I am writing to remind you of the overdue invoice #12345,
dated August 1, 2021, for the amount of $5,000. This amount
was due for payment on September 1, 2021, and as of today, it
remains outstanding.

We have sent previous reminders, and your failure to settle
this debt is concerning. We request immediate payment of this
overdue amount. Please make the payment by October 20, 2021,
to  avoid  any  further  action,  which  may  include  legal
proceedings.



Payment can be made to our account details provided in the
invoice. If you have any queries regarding this matter, do not
hesitate to contact me at john.doe@doeenterprises.com.

We expect prompt resolution of this matter.

Sincerely,

John Doe
CEO, Doe Enterprises

 

Strong Demand Letter for Payment Template
2: Personal Loan

[Your Name]
[Address]
[City, State, Zip Code]
[Date]

[Recipient’s Name]
[Address]
[City, State, Zip Code]

Dear [Recipient’s Name],

I am writing concerning the personal loan I provided to you on
[Loan Date], in the amount of [Loan Amount]. According to our
agreement, this loan was to be repaid by [Repayment Date], but
to date, I have not received the payment.

This  letter  serves  as  a  formal  demand  for  the  immediate
repayment  of  this  loan.  Please  arrange  for  payment  by
[Deadline Date]. Failure to do so will compel me to seek legal
remedies to recover this debt.

If you are experiencing financial difficulties, I am open to
discussing a revised repayment plan. Please contact me at
[Your Contact Information] to discuss this matter further.



I hope we can resolve this issue amicably and promptly.

Sincerely,

[Your Name]

 

Example for Template 2

Emily Johnson
123 Maple St
Springfield, IL 62704
November 1, 2021

David Brown
456 Oak Lane
Springfield, IL 62705

Dear David,

I am writing concerning the personal loan I provided to you on
June  1,  2021,  in  the  amount  of  $2,000.  According  to  our
agreement, this loan was to be repaid by August 1, 2021, but
to date, I have not received the payment.

This  letter  serves  as  a  formal  demand  for  the  immediate
repayment of this loan. Please arrange for payment by November
15, 2021. Failure to do so will compel me to seek legal
remedies to recover this debt.

If you are experiencing financial difficulties, I am open to
discussing a revised repayment plan. Please contact me at
(555) 123-4567 to discuss this matter further.

I hope we can resolve this issue amicably and promptly.

Sincerely,

Emily Johnson



 

Strong Demand Letter for Payment Template
3: Breach of Contract

[Your Name]
[Your Company Name]
[Address]
[City, State, Zip Code]
[Date]

[Recipient’s Name or Company’s Name]
[Address]
[City, State, Zip Code]

Dear [Recipient’s Name],

This letter is regarding the breach of our contract dated
[Contract  Date].  As  per  the  terms  of  the  contract,  your
company was obligated to [Specify Obligation], which has not
been fulfilled.

As a result of this breach, we demand compensation in the
amount of [Amount Owed] to be paid by [Deadline Date]. This
amount represents the losses incurred by our company due to
your non-compliance.

We urge you to settle this matter by the specified deadline to
avoid  legal  action.  Please  make  the  payment  to  [Payment
Details].

If you wish to discuss this matter, please contact me at [Your
Contact Information].

Sincerely,

[Your Name]
[Your Position]

 



Example for Template 3

Sarah Lee
Lee Consulting
789 Consulting Way
Tech City, TX 75000
October 15, 2021

Global Services Inc.
123 Global Rd
Tech City, TX 75001

Dear Mr. Smith,

This letter is regarding the breach of our contract dated
January  1,  2021.  As  per  the  terms  of  the  contract,  your
company  was  obligated  to  deliver  specialized  software  by
September 1, 2021, which has not been fulfilled.

As a result of this breach, we demand compensation in the
amount of $10,000 to be paid by November 1, 2021. This amount
represents the losses incurred by our company due to your non-
compliance.

We urge you to settle this matter by the specified deadline to
avoid legal action. Please make the payment to our account
details provided previously.

If you wish to discuss this matter, please contact me at
sarah.lee@leeconsulting.com.

Sincerely,

Sarah Lee
Director, Lee Consulting

 



Strong Demand Letter for Payment Template
4: Non-Payment of Rent

[Your Name]
[Your Address]
[City, State, Zip Code]
[Date]

[Tenant’s Name]
[Address of Rental Property]
[City, State, Zip Code]

Dear [Tenant’s Name],

This letter serves as a formal demand for the payment of
overdue rent for the property located at [Property Address].
As of [Date], your rent payment is overdue by [Number of Days
or Months Overdue].

According to our lease agreement dated [Lease Agreement Date],
the monthly rent of [Rent Amount] was due on [Rent Due Date]
of each month. As of today, a total of [Total Amount Owed] is
outstanding.

We require that this overdue rent be paid by [Deadline Date].
Failure to comply will result in legal action and potential
eviction proceedings.

Please make the payment to [Payment Details]. If there are
extenuating  circumstances  preventing  you  from  making  this
payment, contact me immediately at [Your Contact Information]
to discuss potential solutions.

We appreciate your prompt attention to this matter.

Sincerely,

[Your Name]
[Your Position, if applicable]



 

Example for Template 4

Michael Thompson
123 Landlord Lane
Riverside, CA 92507
December 1, 2021

Jane Doe
456 Riverside Dr
Riverside, CA 92508

Dear Ms. Doe,

This letter serves as a formal demand for the payment of
overdue rent for the property located at 456 Riverside Dr. As
of December 1, 2021, your rent payment is overdue by two
months.

According to our lease agreement dated January 1, 2021, the
monthly rent of $1,200 was due on the first of each month. As
of today, a total of $2,400 is outstanding.

We require that this overdue rent be paid by December 15,
2021.  Failure  to  comply  will  result  in  legal  action  and
potential eviction proceedings.

Please make the payment to my bank account, details of which
were  provided  in  your  lease  agreement.  If  there  are
extenuating  circumstances  preventing  you  from  making  this
payment, contact me immediately at (555) 678-1234 to discuss
potential solutions.

We appreciate your prompt attention to this matter.

Sincerely,

Michael Thompson
Landlord



 

Strong Demand Letter for Payment Template
5: Services Rendered

[Your Name]
[Your Company Name]
[Address]
[City, State, Zip Code]
[Date]

[Recipient’s Name or Company’s Name]
[Address]
[City, State, Zip Code]

Dear [Recipient’s Name],

I am writing to demand payment for services rendered by [Your
Company  Name]  to  [Recipient’s  Company  Name].  As  per  our
agreement dated [Agreement Date], we completed [Description of
Services] on [Completion Date], and as of [Date], we have not
received payment.

The total outstanding amount for these services is [Amount
Owed]. According to our terms, this amount was due on [Payment
Due Date].

We  request  that  you  settle  this  outstanding  amount  by
[Deadline Date]. Failure to do so will result in additional
charges and potential legal action.

Please remit payment to [Payment Details]. Should you have any
questions, you can reach me at [Your Contact Information].

We look forward to resolving this matter swiftly.

Sincerely,

[Your Name]
[Your Position]



 

Example for Template 5

David Johnson
Johnson Landscaping Services
123 Greenway Rd
Garden City, NY 11530
October 20, 2021

Green Homes Inc.
456 Suburban Ave
Garden City, NY 11531

Dear Mr. Williams,

I  am  writing  to  demand  payment  for  services  rendered  by
Johnson Landscaping Services to Green Homes Inc. As per our
agreement  dated  June  1,  2021,  we  completed  landscaping
services for your new housing development on September 15,
2021,  and  as  of  October  20,  2021,  we  have  not  received
payment.

The total outstanding amount for these services is $15,000.
According to our terms, this amount was due on October 1,
2021.

We request that you settle this outstanding amount by November
5, 2021. Failure to do so will result in additional charges
and potential legal action.

Please remit payment to our account details provided in the
invoice. Should you have any questions, you can reach me at
david.johnson@johnsonlandscaping.com.

We look forward to resolving this matter swiftly.

Sincerely,

David Johnson



Owner, Johnson Landscaping Services

 

Strong Demand Letter for Payment Template
6: Final Notice Before Legal Action

[Your Name]
[Your Company Name]
[Address]
[City, State, Zip Code]
[Date]

[Recipient’s Name or Company’s Name]
[Address]
[City, State, Zip Code]

Dear [Recipient’s Name],

This letter serves as a final demand for the immediate payment
of the amount owed to [Your Company Name]. Despite multiple
previous requests, the outstanding amount of [Amount Owed]
remains unpaid.

We have made several attempts to resolve this matter amicably,
but your continued non-payment leaves us no choice but to
pursue legal action if this debt is not settled by [Deadline
Date].

This is your final opportunity to settle this debt without
further  legal  implications.  Please  make  the  payment  to
[Payment Details].

We hope to receive your prompt response to avoid any legal
proceedings.

Sincerely,

[Your Name]
[Your Position]



 

Example for Template 6

Sarah Williams
Williams Consulting
789 Business Park Dr
Commerce City, CO 80022
November 10, 2021

Tech Solutions Ltd.
123 Tech Ave
Commerce City, CO 80022

Dear Mr. Johnson,

This letter serves as a final demand for the immediate payment
of the amount owed to Williams Consulting. Despite multiple
previous requests, the outstanding amount of $8,000 remains
unpaid.

We have made several attempts to resolve this matter amicably,
but your continued non-payment leaves us no choice but to
pursue legal action if this debt is not settled by November
30, 2021.

This is your final opportunity to settle this debt without
further legal implications. Please make the payment to our
account details provided previously.

We hope to receive your prompt response to avoid any legal
proceedings.

Sincerely,

Sarah Williams
Owner, Williams Consulting


