Joe Owe
75 Debt Lane
Pittsburgh, PA 15216
(412) 555-2176
jo@yourmail.com
21 June 2010
Dear Mr. Owe:
In June of 2009 I painted your home for a contract price of $10,000. While you made the first two of the contract payments as agreed, you have refused to make the final $3,500 payment. I have made repeated attempts to collect, but you have not come forward with the money. I am requesting that you make the payment in full by 21 July 2010, or make specific arrangements to pay the balance.
I will expect a response to this letter no later than 1 July 2010. 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.
Sincerely,
Pat Smith
56 Money Way
Pittsburgh, PA 15226
(724) 555-6712
ps@mymail.com
