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[Full name of housing co-op or letterhead]
Template - Demand Payment 
A demand for payment, however it is worded, must:
demand payment of the amount owed by the member
specify the amount outstanding
give the member a deadline for payment.

Date: [Date]
Name: [Member’s full legal name]
Unit #/ Address: [Member’s full address]

Dear [Member’s full legal name],
Please be advised that the Co-op has not received your housing charge for the month of [insert month] in the amount of $[0.00]. 
The Co-op must receive payment by [insert date], or the Co-op may take further action as provided in the Co-op Rules and Occupancy Agreement, including termination of membership and the right to occupy your unit in the Co-op. 

Yours truly, 
	

	[Name and Position, e.g. co-ordinator or treasurer]
[Name of co-op]
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