
Invoice Batch Report 

Date: [Insert Date] 

To: [Department Name] 

From: [Your Name/Your Company] 

Subject: Invoice Batch Report for Review 

Dear [Recipient's Name], 

Please find attached the invoice batch report for the period ending [Insert Date]. This report 

includes all relevant details regarding the invoiced transactions for your department. 

Invoice Summary 

Invoice Number Date Amount Status 

[Invoice #1] [Date #1] [Amount #1] [Status #1] 

[Invoice #2] [Date #2] [Amount #2] [Status #2] 

Total Amount: [Total Amount] 

If you have any questions or require further information, please do not hesitate to contact me. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


