Sample Demand Letter

If you need to write a demand letter, you can use this one as an outline and delete and replace the italicized information to suit your situation:

August 1, 20xx

Lucy Stone

1453 Collier Ave

Garden City, Kansas 12345

Dear Lucy:

We provided child care services for your daughter, Mary, from January 1, 20xx, to June 28, 20xx; in 20xx, our fee was $135 per week. On June 28, 20xx, you informed me that you were leaving our program. At that time you owed us $135 for the week(s) of June 24–28, 20xx. 

You did not give us a two-week written notice as required by the contract that you signed with us on January 3, 20xx. Therefore you also owe us $270 for the two-week notice period of July 1–12, 20xx, plus late charges, which are accumulating at the rate of $10 per day.

I am requesting that you pay us the total that you owe us, $405, by August 15, 20xx. If I do not hear from you by then, I will have no choice but to take legal action against you. At that point I will file a claim in small-claims court for $405 plus late charges and court costs.

(Director’s signature / date)
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