[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«CustomerName»
«AddressLine1»
«AddressLine2»
«City», «State» «PostalCode»
Dear «CustomerName»,
For your records, here is a summary of your payments to [Your company] in «Year».
Total: «TotalPaid» «Currency» across «PaymentCount» payments («FirstPaymentDate» – «LastPaymentDate»).
An itemized statement of individual charges is available on request from [billing email].
Thank you for your business this year.
Sincerely,

[Your name]
[Title · Your company]
