
Project Invoice Review 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

We hope this message finds you well. We are writing to formally review the invoice submitted 

for [Project Name], dated [Invoice Date], with the Invoice Number [Invoice Number]. 

Upon initial examination, we have noted the following points for review: 

• Detail 1: [Brief description] 

• Detail 2: [Brief description] 

• Detail 3: [Brief description] 

We appreciate your attention to these matters and kindly request your feedback or any further 

documentation that may assist in resolving these points. Please respond by [Response Deadline]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


