UNPAID WAGES DEMAND LETTER AND PETITION
(La. R.S. 23:631–632)
INSTRUCTIONS FOR SELF-REPRESENTED LITIGANTS
WHAT THIS FORM DOES
Louisiana law requires employers to pay a departing employee ALL wages owed — including final wages, commissions, and accrued bonuses — within (a) the next regular payday OR (b) 15 days after the end of employment, whichever is earlier. If the employer fails to pay, La. R.S. 23:632 imposes PENALTY WAGES of either 90 days' wages at the employee's daily rate OR the full amount of the unpaid wages, whichever is less. This statute is the Louisiana employee's most powerful wage-recovery tool.
This packet contains TWO DOCUMENTS. Send the Demand Letter first. If the employer does not pay within a reasonable time, file the Petition — which asks for the unpaid wages PLUS the penalty PLUS MANDATORY attorney fees.
HOW R.S. 23:632 WORKS
1. Employee must make a written demand for the unpaid wages (this form's Demand Letter handles that)
1. If the employer does not pay by the statutory deadline, liability for penalty wages attaches
1. Penalty = 90 days' wages at employee's daily rate, OR full unpaid wages — whichever is LESS
1. Attorney fees are MANDATORY if the employee prevails in a 'well-founded' suit — meaning the employer CANNOT just pay the wages at the last minute to avoid attorney fees once suit is filed
1. Good-faith dispute by the employer is a limited defense, but the employer must actually raise and prove it
HOW TO USE THE DEMAND LETTER
1. Fill out the Demand Letter with your information, the employer's information, the amount of unpaid wages, and the calculation of your daily wage rate
1. Send via CERTIFIED MAIL, RETURN RECEIPT REQUESTED to the employer's registered office or business address
1. Keep a copy for your records along with the certified mail receipt
1. Wait a reasonable time (typically 30 days) for the employer to pay or explain
1. If unpaid, proceed to file the Petition
WHERE TO FILE THE PETITION
The employee may sue in (a) the parish where the employer's registered office is located, (b) the parish where the work was performed, or (c) the parish of the employee's residence.
If the total claim is $5,000 or less, small claims court is available. For larger claims, file in City Court, Parish Court, or District Court depending on the amount.
WHAT YOU CAN RECOVER
1. All unpaid wages, commissions, and earned but unpaid bonuses
1. Penalty wages under La. R.S. 23:632 (up to 90 days' wages at your daily rate)
1. MANDATORY attorney fees if you prevail in a well-founded suit
1. Legal interest from the date of judicial demand
1. Court costs
WHO CAN USE THIS FORM
La. R.S. 23:631-632 applies to ALL non-public employees whose employment has ended — whether they quit, were fired, were laid off, or left for any other reason. It does NOT apply to independent contractors (those disputes are contract claims under general Louisiana law) or to government employees (separate statutes govern).
IF YOU NEED HELP
Free legal aid for low-income Louisianans and for employment matters:
1. Southeast Louisiana Legal Services: 1-877-521-6242
1. Acadiana Legal Service Corp.: 1-800-256-1175
1. Louisiana Civil Justice Center: 1-800-310-7029
1. Louisiana Workforce Commission (wage and hour complaints, but not private suits): 1-866-783-5567
THE FORM ITSELF BEGINS ON THE NEXT PAGE


— PART 1 —
DEMAND LETTER
[DATE]

VIA CERTIFIED MAIL, RETURN RECEIPT REQUESTED

[EMPLOYER'S FULL LEGAL NAME / BUSINESS NAME]
[EMPLOYER'S REGISTERED OFFICE / BUSINESS ADDRESS]
[CITY, STATE, ZIP]
Re: Written Demand for Unpaid Wages — [YOUR FULL LEGAL NAME] — La. R.S. 23:631
To Whom It May Concern:
I am writing to make formal written demand for the unpaid wages owed to me under La. R.S. 23:631. My employment with [EMPLOYER NAME] ended on [LAST DAY WORKED]. My job title was [JOB TITLE], and I was paid at a rate of [HOURLY OR SALARY AMOUNT] (equivalent to approximately $[DAILY RATE] per day).
As of the date of this letter, the following amounts remain unpaid:
Regular wages for the pay period(s) of [DATES]: $_______________________
Overtime: $_______________________
Commissions / bonuses earned: $_______________________
Accrued vacation/PTO (if contractually earned): $_______________________
TOTAL UNPAID: $_______________________
Pursuant to La. R.S. 23:631, you were required to pay all wages owed within the earlier of (a) my next regular payday, or (b) fifteen (15) days after the end of my employment. That deadline has passed.
I hereby demand payment of the full amount of unpaid wages listed above, within a reasonable time from your receipt of this letter. If you do not pay, I will file suit under La. R.S. 23:632 seeking, in addition to the wages themselves, PENALTY WAGES equal to 90 days' wages at my daily rate (or the full amount of the unpaid wages, whichever is less), plus MANDATORY attorney's fees and all court costs.
Please send payment or your written response to my address below.
Sincerely,
________________________________________
[YOUR FULL LEGAL NAME]
[YOUR MAILING ADDRESS]
[CITY, STATE, ZIP]
Telephone: [PHONE]
Email: [EMAIL]
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PETITION
[COURT NAME]
PARISH OF [PARISH NAME]
STATE OF LOUISIANA
NO. ___________________ 	 DIVISION: _____
[EMPLOYEE'S FULL LEGAL NAME], Plaintiff
VERSUS
[EMPLOYER'S FULL LEGAL NAME], Defendant
FILED: _____________________       DEPUTY CLERK: _____________________
PETITION FOR UNPAID WAGES AND PENALTY WAGES
(La. R.S. 23:631–632)
NOW INTO COURT, appearing in proper person, comes [EMPLOYEE'S FULL LEGAL NAME], plaintiff herein, who respectfully represents as follows:
1.
Made defendant herein is [EMPLOYER'S FULL LEGAL NAME], a [Louisiana domiciliary / foreign entity authorized to do business in Louisiana], with its principal office/registered office located at [EMPLOYER'S ADDRESS], [PARISH] Parish, Louisiana.
2.
Plaintiff was employed by the defendant as a [JOB TITLE] from [START DATE] until [LAST DAY WORKED], at which time plaintiff's employment ended by reason of [RESIGNATION / TERMINATION / LAYOFF / OTHER].
3.
Plaintiff was paid at a rate of [HOURLY WAGE / WEEKLY SALARY / MONTHLY SALARY] of $[AMOUNT], equivalent to approximately $[DAILY RATE] per day.
4.
At the time plaintiff's employment ended, defendant owed plaintiff unpaid wages in the total amount of $[TOTAL UNPAID], consisting of [BREAKDOWN: regular wages for [DATES], overtime wages, commissions, and/or earned bonuses].
5.
Pursuant to La. R.S. 23:631, defendant was required to pay all wages due to plaintiff on or before the earlier of (a) the next regular payday, or (b) fifteen (15) days after the end of plaintiff's employment. That deadline has passed without payment.
6.
Plaintiff made written demand upon defendant for the unpaid wages by certified mail, return receipt requested, on [DATE OF DEMAND LETTER]. A copy of the demand letter and certified mail receipt are attached hereto as Exhibit A.
7.
Defendant has failed to pay the wages demanded or any portion thereof. [Alternatively: Defendant has paid only $[PARTIAL PAYMENT AMOUNT], leaving $[REMAINING UNPAID] still unpaid.]
8.
Pursuant to La. R.S. 23:632, plaintiff is entitled to PENALTY WAGES equal to ninety (90) days' wages at plaintiff's daily rate OR the full amount of the unpaid wages, whichever is LESS. Plaintiff's daily rate being $[DAILY RATE], penalty wages equal $[90 × daily rate], OR the unpaid wage amount of $[UNPAID AMOUNT] if lesser.
9.
La. R.S. 23:632 further provides for MANDATORY reasonable attorney's fees where the employee prevails in a 'well-founded' suit. Plaintiff is entitled to such fees in addition to the wages and penalty.
WHEREFORE, plaintiff prays:
1. That the defendant, [EMPLOYER'S FULL LEGAL NAME], be duly cited and served with a copy of this petition, and be required to appear and answer the same;
1. That after all legal delays and due proceedings, there be judgment herein in favor of plaintiff and against defendant in the sum of $[UNPAID WAGES] representing unpaid wages owed;
1. For PENALTY WAGES under La. R.S. 23:632 in the amount of $[90 × daily rate] or the full amount of the unpaid wages, whichever is less;
1. For REASONABLE ATTORNEY'S FEES under La. R.S. 23:632;
1. For legal interest from the date of judicial demand until paid;
1. For all costs of these proceedings;
1. For all other general and equitable relief.
Respectfully submitted,
________________________________________
[EMPLOYEE'S FULL LEGAL NAME], Plaintiff
[MAILING ADDRESS]
[CITY, STATE, ZIP]
Telephone: [PHONE]
Email: [EMAIL]
VERIFICATION
STATE OF LOUISIANA
PARISH OF [PARISH]
BEFORE ME, the undersigned Notary Public, personally came and appeared [EMPLOYEE'S FULL LEGAL NAME], who after being duly sworn, did depose and say that [he/she] is the affiant named in the foregoing Petition, that [he/she] has read the same, and that all of the allegations of fact contained therein are true and correct to the best of [his/her] knowledge, information, and belief.
________________________________________
[EMPLOYEE'S FULL LEGAL NAME]
Sworn to and subscribed before me, this _______________ day of _______________________, 20___.
________________________________________
NOTARY PUBLIC
Printed Name: _______________________
Bar Roll No. / Notary ID No.: _______________________
PLEASE SERVE:
[RESPONDENT'S FULL LEGAL NAME]
[RESPONDENT'S FULL ADDRESS]
[CITY, STATE, ZIP]
Prepared for self-represented litigants — Louisiana self-help form — Page  of 
