
Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about the status of the pending 

payments related to [specific invoice number or project name], which were due on [due date]. 

As of today, we have not received the payment, and I would like to confirm if there are any 

issues regarding this matter that need to be addressed. We appreciate your attention to this issue 

and look forward to your prompt response. 

Thank you for your cooperation. Please feel free to reach out if you need any further information. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


