SAMPLE LETTER OF DEMAND 

Dear [name]

I enclose [attach documents appropriate to identify the amount owing, e.g. a copy of my original invoice dated [date] OR a copy of our contract].

I demand that payment of the full amount be paid to me at the address stated below within [no. of days usually 7 or 14 days] days from the date of this letter.

* [OPTIONAL: Alternatively, and without prejudice to my rights for full recovery of the debt, I am prepared to:

[include whatever is appropriate, eg

accept the amount of $[a lesser sum] as full and final settlement of the debt if paid within 7 days [or other appropriate period] from the date of this letter.

accept instalments of $[amount] per week/month until the debt is fully paid, the first instalment to be paid on [date] into [specify address/bank account details] and thereafter on the first working day of every week/month until the debt is fully paid.] *

If this matter is not resolved by the time specified above, I reserve the right to commence legal proceedings to recover the debt without further notice to you and this letter may be tendered in court as evidence of your failure to pay.

Yours sincerely

[your name, address and other contact details]

