
Letter of Assurance for Upcoming Vendor 

Payment 

Date: [Insert Date] 

[Vendor's Name] 

[Vendor's Address] 

[City, State, Zip Code] 

Dear [Vendor's Name], 

We hope this message finds you well. We are writing to formally assure you regarding the 

upcoming payment for the services/products rendered as per our agreement. 

We are pleased to confirm that your invoice #[Insert Invoice Number] will be processed and paid 

by [Insert Due Date]. The total amount to be paid is [Insert Amount]. 

We greatly value your partnership and appreciate your continued support. Should you have any 

questions or require further information, please feel free to reach out. 

Thank you for your understanding and cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Your Contact Information] 


