
[Your Company Logo]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Phone Number]  

[Email Address]  

[Website URL]  

[Date] 

[Recipient Name]  

[Recipient Company Name]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name], 

Enclosed is your invoice #[Invoice Number] for [Description of 

Goods/Services]. Please review the details and make payment by the due 

date mentioned on the invoice. 

If you have any questions or require further assistance, feel free to 

contact us at [Your Phone Number] or [Your Email Address]. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company Name]  

[Enclosure: Invoice #[Invoice Number]]  

-------------------------------------  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Invoice Number] 


