
Intercompany Transaction Summary Report 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Position] 

[Company Name] 

[Company Address] 

From: [Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

Dear [Recipient Name], 

We are providing the summary report of intercompany transactions for the period of [Insert 

Period]. Below are the details: 

Date Description Transaction Amount Currency Billing Entity Receiving Entity 

[Date] [Description] [Amount] [Currency] [Billing Entity] [Receiving Entity] 

Total Amount: [Insert Total Amount] 

If you have any questions regarding this report, please feel free to reach out. 

Thank you. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


