[Date]


MR. JUAN DELA CRUZ
[Address]


Subject: DEMAND LETTER

Dear Mr. Dela Cruz, 

I write on behalf of XYZ Corporation (“Company”) with respect to the company funds entrusted to you in the total amount of One Million Pesos (Php1,000,000.00), which you received on [date] for purposes of [purpose]. 

However, upon verification and examination of the Company’s records, the said funds were not properly remitted and accounted for in accordance with the purpose for which they were entrusted to you. Despite repeated demands and requests, you have likewise failed and refused to return the same, or render an accounting thereof. 

Accordingly, formal DEMAND is hereby made upon you to:
1. Immediately return the amount of Php1,000,000.00; and
2. In the absence or reduction thereof, render a complete and proper accounting, together with all supporting documents, receipts, and related records.

Failure to comply with the foregoing demands within five (5) days from receipt of this Demand Letter shall constrain the Company to institute the appropriate civil and/or criminal actions against you. 

We trust you will give this your immediate and preferential attention to avoid the inconvenience of lawsuits. 


Very yours truly, 



PEDRO SANTOS
