Final Payment Request

Date: [Insert Date]

To: [Client's Name]

[Client's Address]

Subject: Final Payment Request for [Project Name/Description]

Dear [Client's Name],

I hope this message finds you well. As per our agreement and in accordance with the payment
terms outlined in our contract, I am writing to formally request the final payment for my services

as a subcontractor on the [Project Name].

All work has been completed as per the specifications and to your satisfaction. Attached to this
letter, you will find:

« Invoice #[Insert Invoice Number]
o Completion Certificate (if applicable)
e Any other relevant documentation

The total amount due for the final payment is [Insert Amount]. | kindly request that this payment
be processed by [Insert Due Date] as stipulated in our agreement.

Thank you for your attention to this matter. Please feel free to reach out if you have any
questions or require further information.

Best regards,

[Your Name]

[Your Company Name]
[Your Address]

[Your Phone Number]
[Your Email Address]



