
Subject: Payment Confirmation Query for Recent Transaction 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to confirm the payment for [describe the 

purpose, e.g., "invoice #12345"] that was made on [transaction date]. As of today, I have not 

received confirmation of this transaction. 

The transaction details are as follows: 

• Amount: [Transaction Amount] 

• Transaction ID: [Transaction ID] 

• Date of Transaction: [Transaction Date] 

Please let me know at your earliest convenience if you can confirm the receipt of this payment. If 

there are any issues, or if you require further information, please do not hesitate to reach out to 

me. 

Thank you for your assistance. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


