
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, ZIP Code]  

Subject: Payment Demand for Services Rendered  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to formally request 

payment for the services provided on [date of service]. As outlined in 

our agreement, the total amount due is [amount owed].  

Despite previous reminders, I have yet to receive payment. Kindly settle 

this invoice by [deadline for payment], to avoid any late fees or further 

action.  

You can make the payment via [payment method details]. If you have 

already sent the payment, please disregard this notice and accept my 

gratitude.  

Thank you for your prompt attention to this matter.  

Sincerely,  

[Your Name]  

[Your Title/Position] (if applicable)  

[Your Company Name] (if applicable) 


