
Reservation Deposit Payment Request 

Date: [Insert Date] 

To: [Client's Name] 

[Client's Address] 

[City, State, Zip Code] 

 

Dear [Client's Name], 

Thank you for choosing [Your Company/Organization Name] for your upcoming 

[event/stay/service]. We are excited to assist you in making your experience memorable. 

As discussed, we kindly request a deposit of [amount] to secure your reservation. This deposit 

will be applied to your total balance and is due by [due date]. Please find the payment details 

below: 

• Payment Method: [e.g., Bank Transfer/Credit Card/etc.] 

• Account Name: [Your Account Name] 

• Account Number: [Your Account Number] 

• Bank Name: [Your Bank Name] 

• Reference: [Reservation Number or Client Name] 

If you have any questions or need assistance regarding the payment process, feel free to reach 

out to us at [Your Contact Information]. 

We appreciate your prompt attention to this matter and look forward to welcoming you soon! 

Thank you, 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization Name] 

[Your Contact Information] 


