
Payment Acknowledgment Letter 

Date: [Insert Date] 

To, 

[Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We would like to acknowledge the recent communication regarding the payment issues 

pertaining to [specific invoice or account details]. We understand that there have been some 

discrepancies that need to be addressed promptly. 

We are currently reviewing the details and will follow up with you by [specific date] to resolve 

this matter. Your understanding and cooperation are greatly appreciated as we work to rectify 

this situation. 

If you have any further questions or additional information to provide, please feel free to contact 

us at [Your Phone Number] or [Your Email Address]. 

Thank you for your patience. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 


