
Invoice Payment Installment Update 

Date: [Insert Date] 

Dear [Client's Name], 

We hope this message finds you well. This letter serves to update you on the payment 

installment schedule for invoice #[Invoice Number]. Below are the details of your payment plan: 

Payment Installment Schedule 

Installment Number Due Date Amount Due 

1 [Due Date 1] [Amount 1] 

2 [Due Date 2] [Amount 2] 

3 [Due Date 3] [Amount 3] 

Please ensure that payments are made by the specified due dates to avoid any late fees. If you 

have any questions or require further assistance, feel free to contact us. 

Thank you for your continued support and cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


