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

Dear Sir,
This letter is intended to notify you about the wrong invoice that was sent by your company on date 3rd May, 20XX. Invoice number: 00025893-RV did not contain the list of items we purchased from your company.
[bookmark: _GoBack]Upon our business meeting before the procure, we mentioned the list of items to be purchased while you handed over the rate list of your products. We received the same items in our warehouse, but your generated invoice was incorrect. You may have exchanged the invoice with another vendor as we suspect. The listed items were merely not the ones that we bought, and the billing amount was also incorrect.
We believe that this must be an unintended mistake by your team and therefore we expect you to rectify these problems and send us a new invoice with the correct figures. After that, we may continue our payment procedures and look forward to more business together.
We will be waiting for the new invoice.
Yours Sincerely,
[XYZ]
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