[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«DisplayName»
«BillAddrLine1»
«BillAddrLine2»
«BillAddrCity», «BillAddrCountrySubDivisionCode» «BillAddrPostalCode»
Dear «DisplayName»,
Welcome, and thank you for choosing [Your company]. We’re glad to have «CompanyName» on board.
Here’s what to expect: invoices arrive [monthly / on completion], payment is due within [30] days, and your account contact is [name and email]. If anything is unclear at any point, one call sorts it out.
We look forward to working with you.
Sincerely,

[Your name]
[Title · Your company]
