
Invoice Audit Trail Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request an audit trail for the following 

invoices in relation to our recent financial dealings: 

• Invoice Number: [Insert Invoice Number 1] - Date: [Insert Date] 

• Invoice Number: [Insert Invoice Number 2] - Date: [Insert Date] 

• Invoice Number: [Insert Invoice Number 3] - Date: [Insert Date] 

To ensure our records are comprehensive and up-to-date, please provide the following 

documentation: 

1. Copies of the above-mentioned invoices. 

2. Details of any payments made against these invoices. 

3. Any correspondence related to these invoices. 

We appreciate your cooperation and prompt attention to this matter. Please let me know if you 

need any further information or clarification regarding this request. 

Thank you for your assistance. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


