
Fast-Track Invoice Payment Appeal 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

 

[Recipient Name] 

[Recipient Position] 

[Recipient Company Name] 

[Recipient Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient Name], 

I am writing to formally request a fast-track review and payment of our outstanding invoice 

#[Invoice Number] dated [Invoice Date] for [Product/Service Description]. 

Due to [reason for request, e.g., delayed payment affecting operations], we would greatly 

appreciate your expedited attention to this matter. 

The total amount due is [Invoice Amount], and the original payment due date was [Original Due 

Date]. We understand that unforeseen circumstances can occur, and we are eager to resolve this 

promptly. 



Thank you for your understanding and assistance. Please feel free to reach out directly if you 

have any questions or require further information. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


