
Quarterly Book Distribution Summary 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Quarterly Book Distribution Summary - [Quarter/Year] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to provide you with the summary of book 

distributions for the quarter of [insert quarter, e.g., Q1 2023]. 

Distribution Summary 

Book Title Author Quantity Distributed Distribution Date 

[Book Title 1] [Author 1] [Quantity 1] [Date 1] 

[Book Title 2] [Author 2] [Quantity 2] [Date 2] 

Total Distribution 

Total Number of Books Distributed: [Total Quantity] 

Thank you for your continued support. Please feel free to reach out if you have any questions or 

need further information. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


