[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
To
[Recipient Name]
Subject: Approval of payment of travel expenses

Dear Sir,
I am writing this letter with reference to our recent purchase of order number X-45 on 11th March, 20XX. Our management team has not yet received the invoice for this order, and we request you to send it on an urgent basis.
[bookmark: _GoBack]Our company had purchased several items for our new project and to close our accounts procedures, we need the invoice to clarify our dues with your company. Although we expected to receive the invoice along with the items on the delivery date, there must be an unintentional delay at your end.
Therefore, we request you to send us the invoice with all the purchased items, their calculated bill, and the services we received from you. This way, we can verify our accounts procedure and speed up the payment transfer to your company. Do not forget to counter check the list of items you sent along with the billing amount.
We will be waiting for the invoice. Thank you in advance.
Yours Sincerely,
[XYZ]
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