
Invoice Clearance Submission 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

Subject: Submission of Invoice for Clearance 

I am writing to submit the following invoice for clearance as per our agreement: 

• Invoice Number: [Insert Invoice Number] 

• Invoice Date: [Insert Invoice Date] 

• Amount: [Insert Amount] 

Please find attached the invoice document for your review. Kindly process this invoice at your 

earliest convenience and confirm once the payment has been initiated. 

Should you need any further information, please do not hesitate to contact me. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 


