Reference No: [Insert Reference No]
(Insert Opposing’s Correspondence) 
Date: [Insert Date]
Dear Madam,

RE
:
Notice of Demand for the outstanding sum of RM [Insert Amount]
We act for [Insert Name] of [Insert Correspondence]
We are instructed by our client that there is an outstanding sum of RM [Insert Amount] being the outstanding rental and outstanding electricity bill under the Tenancy agreement dated [Insert Date] executed between your good self of one part and our client of the other part.

You have breached the terms of the said agreement as:-

(i) Under Clause [Insert Clause as per Agreement] of the said agreement, you have terminated the said Agreement before the completion of [Insert] months. You have to thus pay to our client the remaining [Insert] months tenancy amounting to RM [Insert Amount]; and  

(ii) Under Clause [Insert Clause as per Agreement] of the said Agreement you have failed to settle the electricity bill until [Insert Date] amounting to RM [Insert Amount]. Enclosed herewith is the electricity bill which is self explanatory.

TAKE NOTICE that we are hereby instructed by our client to DEMAND from you which we hereby do payment of the said sum of RM [Insert Amount]  together with interest thereon until full satisfaction thereof and the sum of RM [Insert Amount] being the cost of this notice within seven (7) days from the date of receipt hereof, failing which we have strict instructions to commence legal proceedings against you without any further reference to you and in which event we shall hold you liable for further interests and costs incurred thereby.

Yours faithfully,

cc.
Attention : (Client)

Client’s Correspondence
