
[Your Company Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company Name]  

[Recipient's Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Invoice Submission for [Project/Service Name]  

I hope this message finds you well. Please find attached the invoice 

[Invoice Number] for [describe the service provided or project completed] 

rendered on [date(s)].  

**Invoice Details:**  

- Invoice Number: [Invoice Number]  

- Date of Issue: [Date]  

- Due Date: [Due Date]  

- Amount Due: [Total Amount]  

We kindly request that the payment be processed by the due date 

mentioned. Should you have any questions or require further information, 

please do not hesitate to contact me directly.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Contact Information]  

[Your Email Address]  

 

---  

**Example:**  

[ABC Solutions Inc.]  

[October 1, 2023]  

[John Smith]  

[Accounts Payable]  

[XYZ Corporation]  

[456 Business Rd.]  

[Cityville, ST 67890]  

Dear John Smith,  

Subject: Invoice Submission for Web Development Project  

I hope this message finds you well. Please find attached the invoice 

#12345 for the web development services rendered from September 1 to 

September 30, 2023.  

**Invoice Details:**  

- Invoice Number: 12345  

- Date of Issue: October 1, 2023  

- Due Date: October 15, 2023  

- Amount Due: $5,000.00  

We kindly request that the payment be processed by the due date 

mentioned. Should you have any questions or require further information, 

please do not hesitate to contact me directly.  

Thank you for your attention to this matter.  

Sincerely,  

Jane Doe  

Project Manager  



ABC Solutions Inc.  

(123) 456-7890  

jane.doe@abcsolutions.com 


