[Your business name]
[Address] · [Phone]

[Date]

[Payer name]
[Address]

Subject: Acknowledgement of payment received

Dear [name],

I confirm that [business name] received [amount in words] ([amount])
from you on [payment date] by [method], reference [reference].

This payment is applied to:
	[invoice or installment]
	[amount]

	[invoice or installment]
	[amount]




[Remaining balance: [amount], due on [date].]
[Your account is now fully paid. Thank you.]

Thank you for your payment.

Kind regards,

[Your name]
[Position]


SHORT VERSION FOR CASH RECEIVED

[Date]   [Place]

I, [your name], of [business name], acknowledge that I received
[amount in words] ([amount]) in cash from [payer name] today.
This payment is for [invoice, installment or loan].
Remaining balance: [amount or «none, fully paid»].

	____________________________
	____________________________

	[Your name]
	[Payer name]

	Received by
	Paid by



Made with Makatea · makatea.ai




