[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 for [month]. Your current account balance is «Balance».
[One personal line about the month’s work — the deliverable shipped, the campaign result, the milestone hit.]
Questions about any line item? Call or reply — we keep our billing as transparent as our work.
Sincerely,

[Your name]
[Title · Your company]
