
Payment Timeline Explanation 

Dear [Recipient's Name], 

We hope this message finds you well. We are writing to provide you with a detailed explanation 

of the sequenced payment timeline related to [Project/Service Name]. 

Payment Schedule 

1. Initial Deposit: [Date] - $[Amount] 

2. First Milestone Payment: [Date] - $[Amount] 

3. Second Milestone Payment: [Date] - $[Amount] 

4. Final Payment: [Date] - $[Amount] 

We have structured this payment timeline to ensure a smooth progression of the project, allowing 

for both accountability and transparency. Each payment will be due upon the completion of the 

designated milestones as outlined above. 

If you have any questions or need further clarification, please do not hesitate to contact us. 

Thank you for your cooperation. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


