
Invoice Review and Resolution 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

Subject: Invoice Review and Resolution for Invoice #[Invoice Number] 

We hope this message finds you well. We are writing to address the recent concerns related to 

invoice #[Invoice Number] dated [Invoice Date]. After conducting an internal review, we have 

identified several discrepancies that we would like to clarify. 

Please find below the details of the discrepancies: 

• Description of Discrepancy 1: [Details] 

• Description of Discrepancy 2: [Details] 

• Description of Discrepancy 3: [Details] 

We kindly request your assistance in resolving these matters at your earliest convenience. To 

proceed, we would appreciate your feedback or any documentation you can provide that may 

assist in rectifying these issues. 

Thank you for your attention to this matter. We look forward to your prompt response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


