
Contractor Payment Arrangement Outline 

Date: [Insert Date] 

To: [Contractor's Name] 

[Contractor's Address] 

[City, State, Zip Code] 

Dear [Contractor's Name], 

Subject: Payment Arrangement Outline 

I hope this message finds you well. We are writing to outline the payment arrangements for our 

upcoming project. Please find below the key points regarding the payment schedule: 

1. Payment Schedule 

• Initial Deposit: [Amount] due by [Date] 

• Milestone Payment 1: [Amount] due by [Date] 

• Milestone Payment 2: [Amount] due by [Date] 

• Final Payment: [Amount] due by [Date] 

2. Payment Methods 

Payments can be made via the following methods: 

• Bank Transfer 

• Check 

• Online Payment Platform 

3. Late Payment Policy 

Any payments received after the due date will incur a late fee of [Percentage or Amount]. 

4. Contact Information 

If you have any questions or require further clarification, please do not hesitate to contact us at 

[Your Contact Information]. 

Thank you for your attention to this matter. We look forward to a successful collaboration. 

Sincerely, 

[Your Name] 

[Your Position] 



[Your Company] 

[Company Address] 

[City, State, Zip Code] 


