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Dear Mrs. Pearson,
This letter acts as the formal and last request for repayment for the unpaid balance summing to $600.00 which is owed for the products I delivered to your business situated at 746 Second Avenue, NY.
I have attached receipts to prove receipt of the goods to your company’s offices, which consisted of:
• Office chairs – $200
• Office desks – $400
Despite my attempts to reach out and resolve this issue with you, everything has been in vain. On February 10, 2021, I sent you an email (enclosed) and on January 31, 2021, when I sent a letter by US mail (enclosed). Furthermore, I also sent another letter by certified US mail (enclosed) on February 4, 2021.
However, you didn’t respond to any of these attempts to get in touch.
If you don’t go ahead and pay the entire balance that’s due by March 30, 2021, then you leave me no other choice but to take legal action against you in small claims court.
Sincerely,
Richard Scott

