[Your Name / Business Name]
[Postal Address]
[Physical Address]
[Phone] | [Email]

[Date]

TO:
[Debtor’s Full Name / Business Name]
[Postal Address/Phone Number, Email Address]
[Physical Address]

RE: DEMAND FOR PAYMENT — CLAIM OF OUTSTANDING AMOUNT

Dear [Mr./Ms./M/s. Surname or Company Name],
I/We write to formally place on record a claim for the payment of KES [amount], being the amount owed to me/us under [briefly describe basis of claim — e.g., a supply of goods agreement dated [date], service engagement dated [date], loan advanced on [date]].
Despite repeated reminders on [list dates of reminders], the above amount remains unpaid. This constitutes a clear breach of the terms of our agreement and an actionable debt under the applicable laws of Kenya, including the civil Procedure Rules  governing debt claims.
Amount Owed (as at [today’s date]):
Principal: KES [____]
Accrued Interest (if applicable): KES [____]
Total: KES [____]



Payment Terms
I/We hereby demand that you settle the above amount in full within [7 / 14 / 21] days from the date of this letter by making payment to:
Account Name: [____]
Bank & Branch: [____]
Account Number: [____]
Notice of Intended Action
If payment is not received within the stated period, I/we will, without further notice, proceed to recover the debt through the most efficient legal means.
Supporting Documents
In support of this claim, the following documents are enclosed:
· Copy of the Agreement/Contract dated [____];
· Invoices and/or Statements of Account;
· Delivery Notes / Service Completion Reports;
· Copies of previous demand or reminder correspondence.

This letter is sent in good faith with the hope of resolving the matter amicably, but I/we are prepared to take all steps necessary to protect and enforce our rights.

Yours faithfully,
[Signature]
[Full Name / Authorized Signatory]

