
Invoice Request for Services Rendered 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

 

[Recipient's Name] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request an electronic invoice for the services 

rendered on [Date of Service]. The details of the services provided are as follows: 

• Service Description: [Description] 

• Date of Service: [Date] 

• Amount Due: [Amount] 

Please send the invoice to my email address at [Your Email Address] at your earliest 

convenience. If you need any further information or documentation, don't hesitate to reach out. 

Thank you for your attention to this matter. 

 

Sincerely, 

[Your Name] 


