
Invoice Change Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

 

[Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request a change to invoice number [Invoice 

Number] issued on [Invoice Date]. 

The following changes are requested: 

• [Detail of Change 1] 

• [Detail of Change 2] 

• [Detail of Change 3] 

Thank you for your attention to this matter. Please confirm the changes at your earliest 

convenience. 

 

Best regards, 

[Your Name] 

[Your Position] 



[Your Company Name] 


