
Estimated Payment Timelines for Project 

Management 

Date: [Insert Date] 

To: [Client's Name] 

[Client's Address] 

[City, State, Zip Code] 

Subject: Estimated Payment Timelines for [Project Name] 

Dear [Client's Name], 

We hope this message finds you well. As we progress through the [Project Name] project, we 

would like to provide you with an overview of the estimated payment timelines to ensure clarity 

and alignment on financial expectations. 

Estimated Payment Timeline 

• Initial Deposit: Due by [Insert Date] - [Amount] 

• Progress Payment 1: Due by [Insert Date] - [Amount] 

• Progress Payment 2: Due by [Insert Date] - [Amount] 

• Final Payment: Due by [Insert Date] - [Amount] 

We appreciate your prompt attention to these payment timelines to ensure the smooth progress of 

the project. Please feel free to reach out if you have any questions or need further details. 

Thank you for your continued partnership. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


