DEMAND NOTICE FOR PAYMENT (Template)

							Company Name: ______________________COMPANY LOGO

							Contact no: __________________________
							Email ID: ____________________________
							Address: ____________________________

Date: ____________
To: 
[mention Recipent’s name]
[mention Recepient’s company name, if applicable]
[mention Recepient’s Address]
[mention Recepient’s city, state or zip]

We are sending this notice to inform you that an amount of $[AMOUNT] remains overdue on your account. Originally, this payment amount was due on [DATE]. Hence, a late fee of amount $[AMOUNT] is also accessed to your account. As a total, it becomes $[AMOUNT] which is due to your account. 

We sincerely wish to resolve this matter amicably. By sending this notice to you, we simply want to make a formal demand for the due payment. I hope you will soon contact us on the below mentioned contact number and address as soon as possible to clear your due payment. In case of the delay or failure to do so within the next 10 days, we shall be compelled to take legal action against you by handing over the case to one of our attorneys.
 
Your prompt response and positive bahavior in this regard will be highly appreciated.
Contact us at [mention the address] and [mention the phone number] to discuss your payment option and account details.

If you have already sent the payment, then kindly ignore this notice.

Regards,
[mention your name]
[sign here, along the current date]
[mention your designation]
[bookmark: _GoBack][place company’s stamp here]
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