[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«TenantName»
«UnitAddress»
«City», «State» «PostalCode»
Dear «TenantName»,
At your request, this letter summarizes rent payments received for «UnitAddress» during «Year».
Total rent received: «TotalPaid» across «PaymentCount» payments.
This summary is provided for your records (tenants often need it for tax filings or housing applications). For an itemized ledger, contact us at [phone / email].
Sincerely,

[Your name]
[Title · Your company]
