Invoice Scheduling Request

Date: [Insert Date]

To: [Recipient Name]
Company: [Recipient Company]
Dear [Recipient Name],

I hope this message finds you well. As we prepare for our upcoming projects, | would like to
request the scheduling of invoices for the following services:

e Project Name: [Project 1 Name] - Estimated Invoice Date: [Date]
o Project Name: [Project 2 Name] - Estimated Invoice Date: [Date]
e Project Name: [Project 3 Name] - Estimated Invoice Date: [Date]

Please confirm your ability to schedule these invoices as outlined, or let me know if you require
any additional information.

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

Best regards,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



