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Notes:
1. This precedent is intended to act as a guide in drafting Demand Notice for payment and settlement of employee’s salary dues following the failure of the employee to pay the contractual amounts.
2. It can be modified and amended from time to time. 
Date…………………
REF NO……………………….
     



Address of the Recipient

 ……………………………
“WITHOUT PREJUDICE”

Dear Sir/Madam, 
RE: DEMAND FOR SETTLEMENT OF SALARY DUES
Reference is made to the above captioned matters in which WE (insert name of the attorneys/ law firm)………. act for and on behalf of ……. (insert name of the client) of…….. (Insert address)……………. (Hereinafter referred to as “Our Client”) who have sternly instructed us to address you and demand from you the above captioned Sum as we do herein under:-

1. That you may wish to recall that on the ………… (insert date of signing of employment contract) you entered into a employment agreement with our client, which ended on ………. (Insert date of termination/end of employment contract)
2. That as of this date wages in the amount of [amount] are owed to our client, being salary dues of ……………. (months).

3. That, our client requests that payment be made in full within 21 days from the date that this letter is received.
4. That if a payment or payment arrangement is not made by this due date, our client will take legal action.
TAKE NOTICE that upon your failure to act upon our client’s demand as indicated herein within 21 days from the date of receipt hereof, our further instructions are to immediately commence legal proceedings in accordance with the contract, against you WITHOUT ANY FURTHER NOTICE to you and at your own risk as to costs in connection therewith.

As a matter of courtesy we therefore suggest that you make urgent contact directly with us at the above address or to our client to amicably resolve the dispute at hand within the time stipulated hereinabove.
Please be guided accordingly.
Yours sincerely,

______________________

(Insert name of the attorney)
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