
Manual Invoice Request 

Date: [Insert Date] 

To: [Vendor Name] 

Address: [Vendor Address] 

Email: [Vendor Email] 

Dear [Vendor Contact Name], 

I hope this message finds you well. I am writing to request a manual invoice for the recent 

purchase of products as per the details below: 

Purchase Details 

• Product Name: [Product Name] 

• Product Code: [Product Code] 

• Quantity: [Quantity] 

• Unit Price: [Unit Price] 

• Total Amount: [Total Amount] 

• Purchase Order Number: [PO Number] 

It would be appreciated if you could provide the invoice at your earliest convenience. Please 

send it to the email address mentioned above or to our billing department at [Billing Department 

Email]. 

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

Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[Your Phone Number] 

[Your Email] 


