
[Your Company Letterhead]  

[Your Name]  

[Your Position]  

[Your Company Name]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Client's Name]  

[Client's Position]  

[Client's Company Name]  

[Client's Address]  

[City, State, Zip Code]  

Dear [Client's Name], 

Subject: Invoice Submission for [Description of Services/Products] 

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

#[Invoice Number] dated [Invoice Date] for the services/products 

delivered under the [Project/Contract Name].  

Details of the invoice are as follows: 

- Service/Product Description: [Brief Description] 

- Invoice Amount: [Total Amount] 

- Due Date: [Due Date] 

We kindly request you to process this invoice at your earliest 

convenience. If you have any questions or require further clarification, 

please do not hesitate to contact me directly. 

Thank you for your continued partnership. 

Best regards, 

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position]  

[Your Company Name]  

[Attachments: Invoice #[Invoice Number]] 


