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

Dear Sir/Ma'am,
[bookmark: _GoBack]This letter is intended to inform you about the recent invoice for our purchases from your company. The invoice was incorrect, and it had several errors which are mentioned below. Kindly certify those errors at your end and send the updated invoice on an urgent basis.
Invoice number: 000723, with the date of purchase: 02 March, 20XX, and purchase number: 3678.
Upon counter checking the list of products, our purchase contained items including XYZ. We have received the same products at our warehouse, but the generated invoice is missing some items. For example, the purchase of 1 ton of sand was not mentioned in the invoice.
Therefore, we request you to go through our invoice again and counter check the items which we purchased from your company. Although we understand that this error is manual and genuine, we still expect your team to be careful with the products next time.
We will be waiting for the revised invoice with rectified errors so the payment procedures can be continued. Thank you for your cooperation.
Yours Sincerely,
[XYZ]
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