
Invoice Evaluation Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

[City, State, ZIP Code] 

 

Dear [Recipient's Name], 

We are reaching out to request an evaluation of the attached invoice #[Invoice Number] dated 

[Invoice Date]. As part of our quality assurance process, we seek to ensure that all details align 

with our expectations and contractual agreements. 

Please review the invoice for accuracy regarding: 

• Correctness of billed items 

• Compliance with our agreed terms 

• Any discrepancies or issues noted 

We appreciate your timely response to this request to maintain our collaboration's integrity and 

efficiency. Should you require any further details, please do not hesitate to contact me directly. 

Thank you for your attention to this matter. 

 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


