
[Your Company Letterhead]  

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Company Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Subject: Invoice for Commission Payment  

Dear [Recipient's Name],  

I hope this message finds you well. Please find below the details of the 

commission payment due for [specific service or product sold, e.g., 

"sales made in the month of September 2023"].  

**Invoice Details:**  

- **Commission Period:** [Start Date] to [End Date]  

- **Total Sales Amount:** $[Total Sales]  

- **Commission Rate:** [Commission Percentage]%  

- **Total Commission Due:** $[Total Commission]  

Please ensure that the payment is processed by [Payment Due Date]. You 

can make the payment via [Preferred Payment Method, e.g., bank transfer, 

check, etc.], using the following details:  

**Payment Information:**  

- **Bank Name:** [Your Bank Name]  

- **Account Name:** [Your Account Name]  

- **Account Number:** [Your Account Number]  

- **Routing Number:** [Your Routing Number]  

If you have any questions regarding this invoice or require further 

information, please do not hesitate to contact me.  

Thank you for your continued partnership!  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company Name] 


