
Invoice Letter 

Date: [Date] 

To: [Recipient Name] 

[Recipient Address] 

Dear [Recipient Name], 

We hope this message finds you well. Please find below the details of your invoice for services 

rendered. 

Description Quantity Unit Price Total 

[Item Description] [Quantity] [Unit Price] [Total] 

Subtotal: [Subtotal] 

Tax: [Tax Amount] 

Total Amount Due: [Total Due] 

Payment is due within [Payment Terms]. Please make the payment to the account details below: 

[Bank Account Details] 

Thank you for your business! 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


