
Invoice Amendment Request 

Date: [Insert Date] 

[Client's Name] 

[Client's Company] 

[Client's Address] 

Dear [Client's Name], 

I hope this message finds you well. I am writing to request your approval for an amendment to 

Invoice #[Invoice Number], dated [Invoice Date]. 

The amendment is necessary due to [brief explanation of the reason for the amendment]. The 

revised details are as follows: 

• Original Amount: [Original Amount] 

• Revised Amount: [Revised Amount] 

• Changes Made: [Describe the changes] 

Please review the amended details at your earliest convenience. Your prompt approval will help 

us maintain our records accurately and ensure seamless service delivery. 

If you have any questions or require further information, please do not hesitate to contact me at 

[Your Phone Number] or [Your Email Address]. 

Thank you for your understanding and cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


