
Request for Payment Documentation 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

To: 

[Recipient Name] 

[Recipient Position] 

[Recipient Company] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to request the payment documentation for 

[reference such as invoice number, project name, etc.] dated [insert date]. 

As per our agreement, it is important to have a complete record of the payment details for our 

accounting purposes. Please send the necessary documentation at your earliest convenience. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 



[Your Company] 


