
Payment Inquiry for Unprocessed 

Transactions 

Date: [Insert Date] 

To: 

[Recipient's Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about the status of payment for the 

following unprocessed transactions related to our ongoing construction project, [Project Name]: 

• Transaction ID: [Transaction ID 1] - Amount: [Amount 1] - Date: [Date 1] 

• Transaction ID: [Transaction ID 2] - Amount: [Amount 2] - Date: [Date 2] 

• Transaction ID: [Transaction ID 3] - Amount: [Amount 3] - Date: [Date 3] 

As per our agreement, these payments were due on [Due Date]. We would appreciate your 

prompt attention to this matter and look forward to receiving an update on the payment status. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


