[Your Name]

[Your Company Name]
[Your Address]

[City, State, Zip Code]
[Date]

[Recipient Name]
[Recipient Title]

[Recipient Company Name]
[Recipient Address]

[City, State, Zip Code]

Subject: Enclosed Supporting Documentation and Invoices for [Project Name/Account
Number]

Dear [Recipient Name],

Please find enclosed the requested documentation and invoices regarding [mention specific
project, service, or period].

The enclosed materials include:

e Invoice #[Number] for the amount of [Amount]

e [Description of Supporting Document 1]

e [Description of Supporting Document 2]

e [Description of Supporting Document 3]
These documents provide a detailed breakdown of the costs and services rendered to ensure full
transparency and compliance with our agreement. Please review these files at your earliest

convenience.

If you have any questions or require further clarification regarding the attached information,
please contact me directly at [ Your Phone Number] or via email at [ Your Email Address].

Thank you for your prompt attention to this matter.
Sincerely,
[Your Signature]

[Your Printed Name]



