
Final Payment Request 

Date: [Insert Date] 

[Contractor's Name] 

[Contractor's Address] 

[City, State, Zip Code] 

Dear [Contractor's Name], 

We are writing to formally request the final payment for the project titled "[Project Name]," 

which was completed on [Completion Date]. According to our agreement dated [Contract Date], 

the total amount due for this project is [Total Amount]. 

As per our records, we have received payments totaling [Amount Received]. The outstanding 

balance now stands at [Outstanding Amount]. We kindly ask that this final payment be processed 

by [Due Date]. 

Please find attached all relevant documentation, including invoices and supporting statements for 

your reference. 

If you have any questions or require additional information, please do not hesitate to contact us. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


