
Final Payment Request 

Date: [Insert Date] 

To: [Client's Name] 

[Client's Address] 

[City, State, Zip Code] 

Dear [Client's Name], 

I hope this message finds you well. I am writing to follow up on the final payment for the 

freelance services I provided as per our agreement dated [Insert Agreement Date]. 

As of today, an outstanding balance of [Insert Amount] remains unpaid. According to our 

agreement, this payment was due on [Insert Due Date]. 

I appreciate your prompt attention to this matter. Please let me know if you have any questions or 

need further details regarding the invoice. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 


