
Reminder: Invoice Discrepancy Check 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to remind you of the discrepancies noted in 

invoice #[Invoice Number], dated [Invoice Date]. We appreciate your attention to this matter to 

ensure accurate records on both sides. 

Please review the following details: 

• Discrepancy Description: [Brief Description] 

• Amount in Question: [Amount] 

• Reference Document: [Link or Document Name] 

We kindly ask you to investigate this matter at your earliest convenience and provide your 

feedback by [Response Deadline]. If you have any questions or require further information, 

please feel free to contact me directly. 

Thank you for your attention to this important matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


