
Subject: Escalated Inquiry Regarding Invoice #12345 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to bring to your attention an urgent matter 

regarding Invoice #12345, issued on [Invoice Date]. Despite several attempts to seek 

clarification, I have yet to receive a satisfactory response. 

The details of my inquiry are as follows: 

• Invoice Amount: [Amount] 

• Due Date: [Due Date] 

• Previous Correspondence Dates: [List Dates] 

It is critical for us to resolve this matter promptly to maintain our financial records accurately. I 

would appreciate your immediate attention to this issue, and I look forward to receiving a 

response at your earliest convenience. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


