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Wednesday, October 17, 2012
RE:
COMPANY NAME HERE
Dear {Company Leader}:

Enclosed please find detail and backup reports for (Company), incorporating the period from July 1 through August 31, 201X.

INCOME

Total Income for the month was $XXX,XXX.

List income accounts and amounts here, by major category, with a brief description of the reason(s) the accounts are variant from the budget.
EXPENSES
Expenses for the month totaled $XXX,XXX.
List expense accounts + amounts here, by major category, with a brief description of the reason(s) the accounts are variant from the budget.
ASSETS, LIABILITIES AND EQUITY

List current asset, fixed asset, liabilities and equity accounts here that had unusual activity for the month, or that are variant from a balance sheet budget (if used).
COMMENTS

Provide a written narrative here of any company information that should be shared with team members, such as upcoming deadlines, a review of a recent event, etc.
Sincerely,

Team Leader’s name and signature
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