
Final Payment Request 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Contractor's Name] 

[Contractor's Company Name] 

[Contractor's Address] 

[City, State, Zip Code] 

Dear [Contractor's Name], 

We hope this message finds you well. We are writing to formally request the final payment for 

the services rendered under the contract dated [Insert Contract Date]. As per the agreement, the 

total amount due for the completed work is [Insert Total Amount]. 

To date, we have made payments totaling [Insert Amount Paid], leaving a balance of [Insert 

Remaining Balance]. We kindly ask that you process the final payment of [Insert Final Amount] 

at your earliest convenience, as per the terms of our contract. 

Thank you for your cooperation and for the services provided. Please do not hesitate to contact 

me should you have any questions regarding this request. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


