Your Company Letterhead]

Date]

Recipient's Name]

Recipient's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

Subject: Statement of Account

We hope this message finds you well. Please find below the detailed
statement of your account with us as of [date].
**Account Information**

Account Name: [Account Holder's Name]

Account Number: [Account Number]

Billing Period: [Start Date] to [End Date]
**Transaction Summary**
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| Date | Description | Debit ($) | Credit ($) | Balance ($) |

| e | e | == | == |-
—————————— |

| [Date] | [Transaction Description] | [Amount] | [Amount] | [New
Balance] |

| [Date] | [Transaction Description] | [Amount] | [Amount] | [New
Balance] |

| [Date] | [Transaction Description] | [Amount] | [Amount] | [New
Balance] |
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| **Total** | | [Total Debit] | [Total Credit] | [Final Balance] |

**Notes:**

- [Any relevant notes about transactions, payment terms, or account
status]

We appreciate your business and are here to assist you with any questions
or concerns you may have regarding your account. Please feel free to
contact us at [Your Phone Number] or [Your Email Address].

Thank you for your attention.

Sincerely,

[Your Name]

Your Job Title]

Your Company Name]

Your Company Phone Number]

Your Company Email Address]
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