
Invoice Payment Plan Suggestion 

Date: [Insert Date] 

To: [Client Name] 

[Client Address] 

Dear [Client Name], 

We hope this message finds you well. We would like to discuss the payment options for Invoice 

#[Invoice Number], dated [Invoice Date], which has a total amount due of [Total Amount]. 

Understanding that circumstances may vary, we are pleased to offer you a payment plan as 

follows: 

• Initial Payment: [Amount] due by [Date] 

• Subsequent Payments: [Amount] due on [Payment Dates] 

• Final Payment: [Amount] due by [Final Due Date] 

If you have any questions or would like to discuss this further, please feel free to reach out to us 

at [Your Contact Information]. We appreciate your business and are here to assist you. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


