[Your Name]

[Your Address]

[City, State, ZIP Code]
[Email Address]
[Phone Number]
[Date]

[Recipient's Name]
[Recipient's Position]
[Company Name]
[Company Address]
[City, State, ZIP Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally request the transmission of the latest
invoice related to [specific project or service]. This invoice is essential for our records and timely

processing.

Could you please send the invoice to my email address at ['Your Email Address] at your earliest
convenience? If you require any further details, please do not hesitate to reach out.

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

Sincerely,
[Your Name]
[Your Position]

[Your Company Name]



