[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«DisplayName»
«BillAddrLine1»
«BillAddrLine2»
«BillAddrCity», «BillAddrCountrySubDivisionCode» «BillAddrPostalCode»
Dear «DisplayName»,
Please find enclosed your account statement. As of «OpenBalanceDate», your account balance is «Balance».
If anything on the statement looks off, or you’d like a copy of any invoice, let us know and we’ll get it to you right away.
Thank you for your business — we appreciate it.
Sincerely,

[Your name]
[Title · Your company]
