
Service Expense Outline 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Service Expense Outline for [Project/Service Name] 

1. Service Overview 

Description of the service provided: [Brief description] 

2. Expense Breakdown 

Item Description Cost 

[Item 1] [Description of Item 1] [Cost of Item 1] 

[Item 2] [Description of Item 2] [Cost of Item 2] 

3. Total Expenses 

Total: [Total Expense Amount] 

4. Payment Terms 

[Details of payment terms] 

5. Contact Information 

If you have any questions, please contact me at [Your Contact Information]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


