From: [Your Name]

Designation: [Your Position/Title]

Company Name: [Your Companya€™s Name]
Address: [Your Company Address]

Date: [Date]

To:

[Recipienta€™s Name]

[Recipienta€™s Designation]
[Recipienta€™s Company/Organization]
[Recipienta€™s Address]

Subject: Request for Final Payment Against [Project/Invoice Reference]

Dear [Recipient's Name],

I am writing to formally request the release of the final payment for the project titled [Project
Name/Description], as referenced in Agreement/Invoice No. [Reference Number].

We are pleased to confirm that all contractual obligations and deliverables have been duly fulfilled as per the
agreed terms, and all necessary documentation has been provided. The total outstanding amount is
[Amount], for which the supporting documents and final invoice are attached herewith.

We would appreciate your prompt processing of this payment at the earliest convenience. Should any further
clarifications or documentation be required, kindly inform us.

Thank you for your cooperation and support throughout this project.

Sincerely,

[Your Name]
[Your Designation]
[Contact Number]
[Email Address]

Important Notes:

e Ensure that all deliverables are completed and documented before sending this request.

Attach all supporting documents such as signed agreements, completion certificates, and final invoices.

e Keep a copy of this letter and all communications for your records.

Double-check all payment and reference details for accuracy.

e Maintain a polite and professional tone throughout the correspondence.
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