Payment Confirmation Notification

Date: [Date]
) [Recipient
To: Name]
[Recipient
Company: Company
(if any)]
) [Recipient
Address: Address]

Dear [Recipient Name],

We are writing to confirm receipt of your payment as detailed below:

Payment Amount: [Amount]

[Date of

P t Date:
ayment Late Payment]

[Payment
Method,
e.g. Bank
Transfer,
Credit
Card]

Payment Method:

[Reference
Reference/Invoice Number: or Invoice
Number]

Thank you for your prompt payment. Your transaction has been successfully processed. Please keep this letter as

evidence of your payment.

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

Sincerely,

[Your Name]

[Your Position]

[Your Company/Organization]
[Contact Information]

Important Notes:

o Always verify the payment details before sending this confirmation letter.

e Keep a copy of this document for your records.

e Do not include sensitive payment details such as full card or account numbers.

e This document serves as an official confirmation; retain it in case of future reference.
e |f the payment was made in error, notify the recipient immediately.
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