
Invoice Request for Special Projects 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request an invoice for the special project we 

recently completed, titled "[Project Title]." As per our agreement, we would like to settle the 

payment promptly. 

Project Details: 

• Project Name: [Project Title] 

• Project Duration: [Start Date] to [End Date] 

• Total Amount: [Total Amount] 

Please include any relevant details and breakdown of costs in the invoice. 

Thank you for your attention to this matter. Looking forward to your prompt response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


