
Invoice Confirmation Request 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request confirmation of the invoice [Invoice 

Number] dated [Invoice Date] for [Description of Goods/Services]. 

We would appreciate it if you could confirm the details of this invoice at your earliest 

convenience to ensure timely processing on our end. 

Thank you for your attention to this matter. Please do not hesitate to reach out if you require any 

further information. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


