
Payment Options for Quick Settlement 

Date: [Insert Date] 

Dear [Recipient's Name], 

We appreciate your prompt attention to the outstanding balance of [Amount Due] for invoice 

number [Invoice Number]. To facilitate a quick settlement, we offer the following 

straightforward payment options: 

Payment Methods: 

• Credit/Debit Card: Visit our payment portal at [Payment Portal Link]. 

• Bank Transfer: Transfer funds directly to our account:  

o Account Name: [Account Name] 

o Bank Name: [Bank Name] 

o Account Number: [Account Number] 

o Sort Code: [Sort Code] 

• PayPal: Send payments to [PayPal Email]. 

Please specify your invoice number when making the payment to ensure proper processing. If 

you have any questions or need further assistance, feel free to contact us at [Contact 

Information]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


