
Payment Clarification Letter 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to clarify a payment related to invoice number 

[Insert Invoice Number], dated [Insert Invoice Date]. 

Upon reviewing my records, I noticed that the payment of [Insert Amount] which was due on 

[Insert Due Date] has not been processed yet, or there may be some discrepancies that require 

your attention. 

Could you please provide an update regarding this payment? If there are any issues or additional 

information needed from my side, feel free to reach out. 

Thank you for your assistance, and I look forward to your prompt response. 

Sincerely, 

[Your Name] 


