Partial Payment Invoice Request

Date: [Insert Date]

To: [Recipient's Name]

[Recipient's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally request a partial payment for the
invoice number [Insert Invoice Number], which was issued on [Insert Invoice Date]. As per our
agreement, we had discussed the possibility of making partial payments due to [reason for partial
payment].

The total amount due for the above invoice is [Insert Total Amount]. | kindly request a partial
payment of [Insert Partial Payment Amount] to be made by [Insert Due Date for Partial

Payment].

Thank you for your prompt attention to this matter. | appreciate your cooperation and
understanding. Should you have any questions, please feel free to reach out to me directly.

Sincerely,

[Your Name]
[Your Position]
[Your Company]

[Your Contact Information]



