
Final Payment Notice 

Date: [Insert Date] 

To: [Client's Name] 

Address: [Client's Address] 

Dear [Client's Name], 

I hope this message finds you well. This is to formally notify you of the final payment due for 

the freelance project titled "[Project Name]," which was completed on [Completion Date]. 

According to our agreement, the total amount due is [Total Amount]. As of today's date, the 

outstanding balance is [Outstanding Balance]. Kindly ensure that the payment is processed by 

[Due Date] to avoid any late fees. 

You can make the payment through [Payment Method]. Please find my payment details below: 

[Your Name/Business Name] 

[Your Bank/Payment Service] 

[Account Number or Payment Link] 

If you have any questions or require further clarification, please do not hesitate to reach out to 

me. 

Thank you for your prompt attention to this matter. 

Best regards, 

[Your Name] 

[Your Contact Information] 

[Your Website, if applicable] 


