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[Name]
[designation]
[company name]
[date]
Subject: Payment Request Letter to Government Office
Respected Sir/Madam.
My name is [name] and I am the [designation] at the [company name]. I am writing to bring to your notice the matter of outstanding payment for the renovation project we did for you. Our firm was assigned the task of renovating the government guestrooms in [location]. This included painting the indoors and landscaping of the garden. It also involved the procurement of new furniture and décor items.
An initial payment of [amount] was made. The remaining amount was to be paid within two months after the completion of the project. The project was completed and handed over on [date] but we still have not received the remaining amount. Our office contacted you on multiple occasions to clarify this issue, but we did not get any satisfactory response. 
Please repay the amount due to us by [date] as we must pay our suppliers and the late payment is resulting in fines. We are attaching the copy of the contract and the receipt of the payment made till now. We are also attaching an invoice of the outstanding amount. Please investigate this matter at the earliest.
In case of any queries, please contact Mr. [name] from our HR department. his email address is [email address] or you can call him at [phone number].
Looking forward to a positive response from your side.
Sincerely,
[name]
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