Your Name
Your Address
Your City, State Zip Code
Your Phone Number
Your Email


Date


Tenant Name
Address
City, State Zip Code



Dear Mr. /Ms. Last Name:

I hereby draft this letter to draw to your attention the fact you have some outstanding rental dues as of the date of my writing. I hence demand $XXXX for the periods stretching from mm/dd/yyyy to mm/dd/yyyy with immediate effect.

Kindly note that this is a serious issue that demands your prompt attention. In the unlikely event that you do not hit the stated deadline, I shall be left with no option but to invoke my legal right to seek your eviction.

This may be followed by legal proceedings to recover the outstanding amounts. In case of any issues, reach me via XXX-XXX-XXXXX.


Best regards,
Your Signature (hard copy letter)
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