Invoice Submission

Date: [Insert Date]

To:

[Recipient Name]
[Recipient Title]
[Company Name]
[Company Address]
[City, State, Zip Code]

Dear [Recipient Name],

| hope this message finds you well. I am writing to formally submit invoice #[Invoice Number]
for [Brief Description of Goods/Services Rendered], which was completed on [Completion
Date].

The total amount due is [Total Amount] and the payment is due by [Due Date]. Please find the
invoice attached for your review.

If you have any questions or require further information, feel free to reach out to me at [Your
Phone Number] or [Your Email Address]. Thank you for your prompt attention to this matter.

Best regards,

[Your Name]

[Your Title]

[Your Company Name]
[Your Company Address]
[Your Phone Number]
[Your Email Address]



