Invoice Letter
Replace bracketed fields with your own details. Delete guidance that does not belong in the finished document.
[Sender name or organization]
[Email or business contact]
[Date]
Dear [Recipient], Please find invoice [Reference] for [Goods or services] supplied during [Period].
The invoice amount is [Amount and currency], due on [Date] under the agreed terms. Please use reference [Reference] when arranging payment through the previously agreed payment method.
If the invoice requires correction or supporting information, contact [Billing contact]. Thank you.
[Sender name and role]




