
[insert purchaser]							                      By Registered Post
[insert address]

Dear Sir/Madam,

2nd NOTICE OF DEMAND
for outstanding sum of [insert amount] due and owing to [insert seller]

We refer to the above matter and our first letter dated [insert date].

We regret to note that you have failed to settle the abovementioned outstanding sum due and owing to [insert seller] as to date. 

We have been informed by our client to state that you, [insert purchaser], had transacted with our client for the sale and delivery of various goods and items, particulars of which are within your knowledge and/or have otherwise been made known to you in the course of dealing and contents in our clients’ invoices with our client arising from the aforestated transaction as follows:-
 
	Date (as at)
	Invoices No.
	Amount (RM)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	TOTAL
	
	[insert amount]



We have been informed by our client that you now owe our client an aggregate sum [insert amount] together with interest at the rate of [insert interest rate] which remains due and unpaid till to date and that notwithstanding repeated reminders and notices from our client, you, [insert purchaser],  has failed, refused and/or neglected to pay and the said sum and/or any portion thereof.

We are therefore instructed to demand from you, which we hereby do, that the sum [insert amount] together with interest at the rate of [insert interest rate] and a further sum of [insert amount] being the costs of issuing this notice is paid to our client within SEVEN (7) days from the date hereof, failing which, our client shall not hesitate to commence legal proceedings against you in any manner deemed appropriate by our client without further notice to you wherein you shall be further liable for all costs and expenses incurred thereon.

Your urgent action on the above matter is much appreciated. 

Thank you.

Yours faithfully,				



             [insert name of law firm]



	
		
