
Coordinated Invoice Release 

Date: [Insert Date] 

To: [Client Name] 

[Client Address] 

Dear [Client Name], 

We hope this message finds you well. We are writing to inform you about the coordinated 

release of your invoice for the services rendered during the previous period. 

Invoice Number: [Insert Invoice Number]  

Invoice Date: [Insert Invoice Date]  

Due Date: [Insert Due Date] 

The total amount due is [Insert Amount] and can be processed through the following payment 

methods: 

• [Payment Method 1] 

• [Payment Method 2] 

• [Payment Method 3] 

For your convenience, we have attached the detailed invoice for your records. Should you have 

any questions or require further clarification, please do not hesitate to reach out to us. 

Thank you for your continued partnership. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company]  

[Contact Information] 


