
[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Recipient's Company Name] 

[Recipient's Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to provide you with a review of the income 

statement for [specific period, e.g., Q1 2023]. After a thorough analysis, I have outlined the key 

highlights and observations below: 

Key Highlights: 

• Total Revenue: [Amount] 

• Cost of Goods Sold: [Amount] 

• Gross Profit: [Amount] 

• Operating Expenses: [Amount] 

• Net Income: [Amount] 

Additionally, I would like to draw your attention to the following observations: 

1. [Observation 1] 

2. [Observation 2] 

3. [Observation 3] 



Please feel free to reach out if you have any questions or require further clarification on any 

points mentioned. I am looking forward to discussing this in more detail. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company Name] 


