
Invoice Review and Feedback 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We hope this message finds you well. We are reaching out regarding the invoice dated [Insert 

Invoice Date], with invoice number [Insert Invoice Number]. We appreciate your promptness in 

sending this invoice for our review. 

Upon reviewing the invoice, we have noted the following points: 

• [Point 1: e.g., Clarification required on itemized charges] 

• [Point 2: e.g., Invoice total appears higher than expected] 

• [Point 3: e.g., Confirmation needed for payment terms] 

We kindly ask for your feedback on these points at your earliest convenience, as we aim to 

resolve these matters promptly and maintain our positive working relationship. 

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

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


