
Invoice Audit Trail Request 

Date: [Insert Date] 

To: [Recipient's Name] 

Department: [Recipient's Department] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We are currently in the process of conducting an internal review and require an audit trail for 

specific invoices. Please provide us with the necessary details concerning the following invoices: 

• Invoice Number: [Insert Invoice Number 1] 

• Invoice Number: [Insert Invoice Number 2] 

• Invoice Number: [Insert Invoice Number 3] 

We appreciate your cooperation in helping us facilitate this review. Kindly send the requested 

audit trail information by [Insert Deadline Date] to ensure timely completion of our internal 

review process. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Email] 

[Your Phone Number] 


