
Invoice Inquiry 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about the personalized invoice format 

for our recent transaction dated [Date]. We would like to ensure that all details are accurately 

reflected. 

Could you please provide us with the necessary information regarding: 

• Invoice Number 

• Itemized List of Products/Services 

• Payment Terms 

• Due Date 

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

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


