
Invoice Request 

Date: [Insert Date] 

To: [Client's Name] 

Company: [Client's Company Name] 

Address: [Client's Address] 

Dear [Client's Name], 

I hope this message finds you well. As per our agreement for the services provided, I would like 

to formally request the invoice for [describe the services rendered] completed on [insert date of 

completion]. 

Details of the services are as follows: 

• Service 1: [Description] 

• Service 2: [Description] 

• Service 3: [Description] 

The agreed payment amount is [insert amount]. Please let me know if there are any additional 

details needed for processing the invoice. 

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

Best regards, 

[Your Name] 

[Your Address] 

[Your Email] 

[Your Phone Number] 


