
Invoice Approval Request 

Date: [Insert Date] 

To: [Recipient's Name] 

Subject: Invoice Approval Request for Invoice #[Invoice Number] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request your approval for the attached invoice 

#[Invoice Number] dated [Invoice Date], which totals [Invoice Amount]. This invoice pertains to 

[brief description of goods/services]. 

Please find the invoice attached for your review. The payment terms are [insert payment terms], 

and I would appreciate it if you could process this at your earliest convenience. 

If you have any questions or require further information, please do not hesitate to reach out. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


