
Payment Acknowledgment Letter 

Date: [Insert Date] 

[Your Name] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Recipient Name] 

[Recipient Company Name] 

[Recipient Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

We are writing to formally acknowledge receipt of your payment in the amount of [Payment 

Amount] dated [Payment Date]. This payment has been applied to your account for the 

settlement of [Specify Purpose, e.g., Invoice # or Settlement Agreement]. 

Our records indicate that the payment details are as follows: 

• Payment Method: [Specify Method] 

• Transaction ID: [Provide Transaction ID] 

We appreciate your prompt attention to this matter. If you have any questions regarding this 

acknowledgment, please feel free to reach out to us at [Your Contact Information]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 


