
Invoice Attachment Guidance 

Dear [Recipient's Name], 

We hope this message finds you well. Please find attached the invoice for [Description of 

Goods/Services] provided on [Date]. 

Attachment Details: 

• Invoice Number: [Invoice Number] 

• Invoice Date: [Invoice Date] 

• Due Date: [Due Date] 

• Total Amount Due: [Total Amount] 

For your convenience, here are some important guidelines regarding the attached invoice: 

1. Please review the invoice for accuracy. 

2. If there are any discrepancies, do not hesitate to contact us. 

3. Payment can be made via [Payment Methods]. 

Thank you for your prompt attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Contact Information] 


