
Invoice Payment Plan Suggestion 

Date: [Insert Date] 

Dear [Client's Name], 

I hope this message finds you well. I am writing to discuss the recent invoice [Invoice Number] 

dated [Invoice Date]. We understand that payments can sometimes be challenging, and we want 

to ensure that we can work together to find a solution that suits your situation. 

We would like to propose a flexible payment plan for the outstanding amount of [Total Amount]. 

Below are a few options for your consideration: 

• Option 1: Pay [Amount] on [Date 1], followed by [Amount] on [Date 2]. 

• Option 2: Monthly payments of [Amount] for [Number] months. 

• Option 3: One lump sum payment of [Discounted Amount] by [Due Date]. 

Please let us know if any of these options work for you or if you would like to suggest an 

alternative plan. We truly value your business and want to find a solution that is mutually 

beneficial. 

Thank you for your attention to this matter. We look forward to hearing from you soon. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Phone Number] 

[Your Email Address] 


