
Invoice Request for Educational Services 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Institution or Company Name] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Institution or Company Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

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

educational services provided to [your institution or company name] for the period of [insert 

timeframe]. 

Details of the services rendered are as follows: 

• Description of Service 1 

• Description of Service 2 

• Description of Service 3 

Please include all relevant details in the invoice, including the breakdown of costs and any 

applicable taxes. 

Thank you for your attention to this matter. I look forward to receiving the invoice at your 

earliest convenience. 



Best regards, 

[Your Name] 

[Your Position] 

[Your Institution or Company Name] 


