
Payment Request for Services Rendered 

Date: [Insert Date] 

To: [Client's Name] 

Address: [Client's Address] 

Dear [Client's Name], 

I hope this message finds you well. I am writing to formally request payment for the services 

rendered as per our agreement dated [Insert Agreement Date]. I have completed the following 

services: 

• [Service 1 Description] 

• [Service 2 Description] 

• [Service 3 Description] 

The total amount due is [Insert Amount]. According to our payment terms, the payment was due 

on [Insert Due Date]. I would appreciate it if you could process the payment at your earliest 

convenience. 

Please let me know if you need any further documentation or information regarding this request. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Address] 

[Your Email] 

[Your Phone Number] 


