Client Name
Client Address
Client City/State/Zip 

CERTIFIED MAIL

RE:  Unpaid <insert type of work> LAST CHANCE!

Dear  Client Name:

As you know, the invoice is for <type of work> I performed for you between <working date>.  These services were performed pursuant to the contract we signed on <insert date>. 

You were sent a demand letter and an expense letter, both of which you refused to respond to.

I am obligated to inform you that we will be taking legal action against you if you refuse to respond.

This is the last opportunity for you to do so.

As a show of good faith, I am willing to write off the legal expenses and the interest charges, PROVIDED YOU ARE WILLING TO PAY THE ORIGINAL AMOUNT DUE IN FULL.

<Reference some praise they gave you, an email where they approve work or something>
Payment was due on <insert date>, and it is now over <number of months> late. I have already extended every possible courtesy to you, and given you substantial additional time to make payments.

You have breached our contract by failing to adhere to the payment schedule, and your account are now at least <insert amount> dollars in arrears.

Please acknowledge receipt of this letter within 5 business days. And please make your payment for the amount due within 10 days.

If you do, and we receive your acknowledgement within 5 business days and payment within 10 business days, we shall consider this matter resolved.

[bookmark: _GoBack]If you don’t, we shall see you in court. No other written notice or demand will be given.

Please contact me at <insert phone> or <insert email> to resolve this matter. 
 
 
x ____________________
<insert your name and mailing address>
