
Invoice Cover Letter 

Date: [Insert Date] 

To, 

[Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are pleased to inform you that your order, with invoice number [Invoice Number], has been 

successfully processed and is on its way to you. Please find attached the invoice for your records. 

The details of the product delivery are as follows: 

• Product Name: [Product Name] 

• Quantity: [Quantity] 

• Delivery Date: [Expected Delivery Date] 

• Shipping Method: [Shipping Method] 

We appreciate your business and look forward to serving you again. If you have any questions 

regarding this invoice or your order, please do not hesitate to contact us at [Your Contact 

Information]. 

Thank you for choosing [Your Company Name]. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


