
Outstanding Payment Schedule 

Date: [Current Date] 

To: [Supplier Name] 

Address: [Supplier Address] 

Dear [Supplier Name], 

We hope this message finds you well. We are writing to address the outstanding payments that 

we have with your esteemed company. Below is a detailed schedule of the payments due: 

Invoice Number Invoice Date Due Amount Due Date 

[Invoice #1] [Invoice Date #1] [Amount #1] [Due Date #1] 

[Invoice #2] [Invoice Date #2] [Amount #2] [Due Date #2] 

We kindly request your cooperation in settling these amounts by the due dates listed above. 

Please feel free to reach out to us if you have any questions or require further clarification. 

Thank you for your understanding and continued partnership. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


