
Payment Plan Options for Invoice Settlement 

Dear [Client's Name], 

We hope this message finds you well. We are reaching out regarding Invoice #[Invoice Number], 

dated [Invoice Date], with an outstanding amount of [Total Amount]. To facilitate payment, we 

would like to offer you several payment plan options. 

Payment Plan Options 

• Plan A: Pay [Amount] monthly for [Number of Months]. Total amount: [Total Amount]. 

• Plan B: Pay [Amount] bi-weekly for [Number of Weeks]. Total amount: [Total Amount]. 

• Plan C: Pay [Amount] in three installments. First payment due by [Date]. 

Please let us know which payment plan suits you best, or if you would like to discuss alternative 

arrangements. We appreciate your prompt attention to this matter. 

Thank you for your continued partnership. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


