
Invoice Negotiation Summary 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Summary of Earlier Invoice Negotiations 

 

Dear [Recipient Name], 

We would like to summarize our recent negotiations regarding Invoice #[Invoice Number] dated 

[Invoice Date]. Below are the key points discussed: 

• Initial Invoice Amount: [Initial Amount] 

• Proposed Adjustments: [List of Adjustments] 

• Final Agreed Amount: [Final Amount] 

• Payment Terms: [Payment Terms] 

• Expected Payment Date: [Payment Date] 

We appreciate your flexibility and cooperation during this process. Please confirm if the details 

listed above are correct, or if any further adjustments are needed. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


