<Your name>
<Address>
<Address>


[bookmark: _GoBack]<Date>


<Debtor’s name>
<Title>
<Address>
<Address>

Dear<Debtor’s name>
Letter of demand – outstanding payment
I am writing in reference to <details of contract or agreement> and payment not being received.
I enclose <specify the titles of the documents you are attaching, such as invoice number and an original quote> dated <insert date> for the outstanding amount of
$<amount>.
I demand full payment of the outstanding amount within <usually 14 days from the date of this letter – best to specify the date>.
<Optional>Alternatively, and without prejudice to my rights for full recovery of the debt, I am prepared to:
<Choose the option which is most appropriate>
· Accept the amount of $ <less than full payment> as full and final settlement of the debt if paid within 7 days <or other appropriate period> from the date of this letter.
<OR>
· Accept instalments of $<amount> per <week/month>until the debt is fully paid, the first instalment to be paid on <date> 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.  Legal action may result in you having to pay legal costs, interest and could impact on your credit history. 
Should you wish to contact me to discuss, my telephone number is<insert number>.
Yours sincerely,


<Your name>


Demand Letter (Example)

[Sender’s Name]
Daniel R. Hartono
Hartono Consulting Services
Jl. Kemang Raya No. 45
Jakarta 12730, Indonesia
Phone: +62 812 3456 7890
Email: daniel.hartono@email.com
Date: 15 August 2026
Via Registered Mail and Email
[Recipient’s Name]
Ms. Alicia Morgan
Operations Manager
Brightway Solutions Ltd.
1207 Harbor View Drive
Singapore 098632
RE: FORMAL DEMAND FOR OUTSTANDING PAYMENT
Invoice No.: HCS-INV-047 | Amount Due: USD 12,500
Dear Ms. Morgan,
I am writing this letter as a formal demand for payment regarding the outstanding balance owed to Hartono Consulting Services for professional consulting services rendered to Brightway Solutions Ltd.
According to our Service Agreement dated 10 March 2026, Hartono Consulting Services provided strategic operations consulting between 1 April 2026 and 30 May 2026. An invoice (Invoice No. HCS-INV-047) in the amount of USD 12,500 was issued on 3 June 2026, with payment terms of net 30 days, making the payment due on 3 July 2026.
As of the date of this letter, the payment is over 40 days past due, despite multiple follow-up communications sent on 10 July 2026 and 25 July 2026, to which no payment or formal response has been received.
This outstanding balance constitutes a breach of our contractual agreement. Please be advised that failure to resolve this matter promptly may leave us with no alternative but to pursue further action, which may include formal legal proceedings, collection efforts, and recovery of any additional costs, interest, or legal fees permitted under applicable law.
To avoid escalation, we hereby demand that the full outstanding amount of USD 12,500 be paid no later than 29 August 2026. Payment may be made via bank transfer using the details provided on the original invoice. If you believe this demand has been made in error, please notify us in writing immediately with full supporting documentation.
We would prefer to resolve this matter amicably and without legal action. However, this letter serves as formal notice of your obligation and our intent to enforce our rights should payment not be received by the stated deadline.
Please confirm in writing once payment has been initiated.
Thank you for your prompt attention to this matter.
Sincerely,
Daniel R. Hartono
Managing Director
Hartono Consulting Services
www.DaianeTemplate.com
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