
Invoice Submission for Review 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well.  

I am writing to submit invoice #[Invoice Number] for your review. The invoice covers [brief 

description of services or goods provided] rendered from [Start Date] to [End Date].  

Attached to this email, you will find the following documents for your reference: 

• Invoice #[Invoice Number] 

• Supporting Documentation 

Please let me know if you require any additional information or if there are any discrepancies 

that need to be addressed. I appreciate your attention to this matter and look forward to your 

prompt feedback. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


