
Dear [Recipient's Name], 

We hope this message finds you well. Enclosed with this letter, you will find Invoice #[Invoice 

Number] dated [Invoice Date] for your review. 

Please process the payment at your earliest convenience. The total amount due is [Amount Due]. 

The payment is due by [Due Date]. 

If you have any questions regarding this invoice or the payment process, please do not hesitate to 

contact us. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


