
Urgent Payment Resolution Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

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

an urgent payment issue that has arisen regarding invoice number [Insert Invoice Number]. As 

per our records, this invoice was due on [Insert Due Date], and as of today, it remains unpaid. 

Despite previous reminders, we have not yet received the payment amounting to [Insert 

Amount]. This delay is causing significant disruption to our operations, and we kindly ask that 

you prioritize this matter. 

Please let us know if there are any issues on your end that we can assist with to expedite this 

payment process. We would appreciate your prompt response by [Insert Deadline Date] to 

resolve this matter as quickly as possible. 

Thank you for your attention to this urgent issue. I look forward to your swift reply. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


