Email Format for Invoice Payment Confirmation

Subject:
Payment Confirmation for Invoice #[Invoice Number]

To:
[Recipient's Email Address]

From:
[Your Name / Your Company's Name]

Date:
[Date]

Email Body:
Dear [Recipient's Name],

We are writing to confirm receipt of your payment for Invoice #[Invoice Number], dated [Invoice Date], in the
amount of [Amount Paid].

Details:

Invoice Number: [Invoice Number]

Amount Received: [Amount Paid]

Payment Date: [Payment Date]

Payment Method: [Bank Transfer/Credit Card/Other]

Thank you for your prompt payment. If you have any questions, please feel free to contact us.

Best regards,

[Your Name]

[Your Position]

[Your Company Name]
[Contact Information]

Important Notes:

e Always double-check payment details before sending confirmation.

e Keep payment confirmations for your accounting records.

e Mention invoice numbers and payment details clearly to avoid confusion.
¢ Do not share sensitive payment information via unsecured email.

e Respond promptly to client queries related to payment confirmations.
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