
Invoice Explanation 

Date: [Insert Date] 

To: [Client Name] 

Address: [Client Address] 

Dear [Client Name], 

We hope this message finds you well. We are writing to provide an explanation regarding the 

invoice [Invoice Number] dated [Invoice Date]. 

This invoice covers the following services/products: 

• [Service/Product 1] - [Amount] 

• [Service/Product 2] - [Amount] 

• [Service/Product 3] - [Amount] 

The total amount due is [Total Amount]. The payment is due by [Due Date]. We included 

additional details for each charge on the invoice, as well as our payment instructions. 

If you have any questions or need further clarification, please do not hesitate to reach out at 

[Your Contact Information]. Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


