
Requesting provisional invoice before final billing

Subject: Request for Provisional Invoice

    Dear [Recipientâ€™s Name],

    I am writing to request a provisional invoice for the goods ordered on [date]. While we await the

final billing, a provisional invoice will allow us to initiate internal approval and budget allocation

processes.

    Please include estimated costs, delivery charges, and applicable taxes in the provisional invoice.

The final invoice can be shared after delivery is complete.

    Your cooperation in expediting this request will be highly appreciated.  

    Sincerely,  

    [Your Name]

Get more templates here: https://www.lettersandtemplates.com/letters/invoice-request-letter


