
Urgent Invoice Discrepancy Alert 

Dear [Recipient's Name], 

We hope this message finds you well. We are reaching out to bring to your attention an urgent 

discrepancy regarding invoice #[Invoice Number] dated [Invoice Date]. 

Upon our recent review, we noticed the following issue: 

• Discrepancy: [Brief description of the discrepancy] 

• Amount Affected: [Amount] 

We kindly request that you review this matter at your earliest convenience and provide 

clarification or a revised invoice. Timely resolution is appreciated to avoid any interruptions in 

our ongoing collaboration. 

Should you have any questions, please do not hesitate to reach out to us directly. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


