
Usage Breakdown Report 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Extensive Usage Breakdown Report 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to provide you with a comprehensive 

breakdown of usage for the month of [Insert Month/Year]. Below are the details: 

1. Overview 

Total usage for the period: [Total Usage] 

2. Usage by Category 

• Category A: [Usage Data] 

• Category B: [Usage Data] 

• Category C: [Usage Data] 

3. Detailed Breakdown 

Date Category Usage Amount 

[Date 1] [Category A] [Amount] 

[Date 2] [Category B] [Amount] 

4. Conclusion 

Thank you for your attention to this report. Should you have any questions or require further 

details, please do not hesitate to contact me. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


