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

Dear Sir,
It is requested that our company needs the invoice for our purchase on 21st June, 20XX, with reference to the order number: 7DF47.
We were expecting a detailed invoice for our products and services with the attached receipt of the calculated bill. But your company sent the invoice neither from the email nor with the delivered products. We understand that this mistake is entirely genuine, and your billing staff may have forgotten to send the invoice, but in either case, we need the receipt and invoice for further payment procedures. Our management staff needs to close the accounts procedures for this order, so a new one can be made with your company.
[bookmark: _GoBack]Hence, we request you to send us the detailed invoice of the delivered products and wait for us to send you the payment via transaction. Thank you for your understanding and cooperation. We wish to see happy business days ahead.
Yours Sincerely,
[XYZ]

writeletter2.com


writeletter2.com


 


 


[Company Name]


 


[Address, City, STATE, Zip]


 


[Contact]


 


[Website]


 


To


 


[Recipient Name]


 


Subject: Approval of payment of travel expenses


 


 


Dear Sir,


 


It is requested that our company needs the invoice for our purchase on 21st June, 20XX, with 


reference to the order number: 7DF47.


 


We were expecting a detailed invoice for ou


r products and services with the attached receipt of the 


calculated bill. But your company sent the invoice neither from the email nor with the delivered 


products. We understand that this mistake is entirely genuine, and your billing staff may have 


forgott


en to send the invoice, but in either case, we need the receipt and invoice for further payment 


procedures. Our management staff needs to close the accounts procedures for this order, so a new 


one can be made with your company.


 


Hence, we request you to sen


d us the detailed invoice of the delivered products and wait for us to 


send you the payment via transaction. Thank you for your understanding and cooperation. We wish 


to see happy business days ahead.


 


Yours Sincerely,


 


[XYZ]


 


 




writeletter2.com     [Company Name]   [Address, City, STATE, Zip]   [Contact]   [Website]   To   [Recipient Name]   Subject: Approval of payment of travel expenses     Dear Sir,   It is requested that our company needs the invoice for our purchase on 21st June, 20XX, with  reference to the order number: 7DF47.   We were expecting a detailed invoice for ou r products and services with the attached receipt of the  calculated bill. But your company sent the invoice neither from the email nor with the delivered  products. We understand that this mistake is entirely genuine, and your billing staff may have  forgott en to send the invoice, but in either case, we need the receipt and invoice for further payment  procedures. Our management staff needs to close the accounts procedures for this order, so a new  one can be made with your company.   Hence, we request you to sen d us the detailed invoice of the delivered products and wait for us to  send you the payment via transaction. Thank you for your understanding and cooperation. We wish  to see happy business days ahead.   Yours Sincerely,   [XYZ]    

