Your Name
Your Address
Your City, State Zip Code
Your Phone Number
Your Email

Date

Name
Title
Organization
Address
City, State Zip Code
Respected Mr. /Ms. Last Name:
Re: Demand Letter for Payment
If your memory serves you right, and which I suppose that it should, we entered a debt obligation on April 6th, 2019. The amount in question was $10,000, which you had to repay within 13 months.
As per the agreement, you had to enjoy a 1-month grace period, after which you had to pay back the debt and the associated interests in monthly instalments for a period of 12 months ending May 6th, 2020.
To date, I have received no formal communication with you as regards the issue. As a matter of fact, I communicated to you thrice on August 6th, 2019, November 6th, 2019, and February 6th, 2020, respectively.
None of my attempts to reach out to you bore any tangible fruits. I have now been left with no other option but to write to you to compel you to honour your obligation.
Please note that failure to get back to me within a fortnight shall mean me bringing in the law enforcement agencies to deal with you.
Regards,
Signature (hard copy letter)
