Invoice Request

Date: [Insert Date]
From: [Your Name]
[Your Company Name]
[Your Address]

[City, State, Zip Code]
Email: [Your Email]

Phone: [Your Phone Number]

To: [Client's Name]
[Client's Company Name]
[Client's Address]

[City, State, Zip Code]
Subject: Invoice Request for [Project Name]

Dear [Client's Name],

| hope this message finds you well. This is a formal request for the invoice related to the
contracted project titled "[Project Name]," which was completed on [Completion Date].

The agreed-upon amount for services rendered is [Insert Amount]. Please include the following
details in the invoice:

e Project Description: [Brief Description]
e Contract Number: [Contract Number]
e Due Date: [Specify Due Date]



Thank you for your prompt attention to this matter. Please let me know if you require any further
information.

Best regards,
[Your Name]
[Your Position]

[Your Company Name]



