[Creditor business name] ([registration number])
[Address] · [Phone] · [Email]

[Date]

BY EMAIL AND REGISTERED POST

[Debtor name] ([registration or ID number])
[Address]

LETTER OF DEMAND

Dear [name],

Account number [number]: amount owed [R amount]

My records show that the following amounts remain unpaid:
	Invoice [number]
	dated [date]
	[R amount]

	Invoice [number]
	dated [date]
	[R amount]

	Total owed
	
	[R total]




[Interest at [rate]% per year as provided in the agreement dated [date].]

I demand payment of [R total] by [deadline date] into:
[Bank], branch code [code], account [number], reference [account number].

If payment is not received by that date, I will take legal steps to recover the
amount without further notice. Please contact me before the deadline if you wish
to discuss a payment arrangement.

Yours faithfully,

[Name]
[Position]
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