
Invoicing Guidelines Enhancement 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Company] 

[Recipient's Address] 

Dear [Recipient's Name], 

We hope this message finds you well. We are reaching out to inform you of some enhancements 

to our invoicing guidelines aimed at streamlining our processes and improving overall clarity. 

Key Enhancements: 

• Standardized Format: All invoices must follow the new standardized format attached. 

• Mandatory Information: Include required fields such as Purchase Order Number and 

detailed descriptions of services/products. 

• Submission Process: Invoices should be submitted electronically by email at [insert 

email] to ensure prompt processing. 

We believe these changes will facilitate a smoother invoicing experience for all parties involved. 

Please refer to the attached document for detailed guidelines. 

If you have any questions or need further clarification, feel free to contact us at [insert phone 

number] or [insert email address]. 

Thank you for your attention to these updates. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


