
Invoice History Request 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company Name] 

[Recipient's Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

 

I hope this message finds you well. I am writing to formally request the invoice history for our 

business transactions to assist us in our ongoing business analysis efforts. 

Specifically, we are looking for records from [start date] to [end date]. This information is vital 

for our financial assessments and planning. 

If possible, please include all relevant details such as invoice numbers, amounts, and payment 

statuses. 



Thank you for your attention to this matter. I appreciate your assistance, and I look forward to 

your prompt response. 

 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 


