
Annual Invoice Summary Report 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Summary Report of Annual Invoices Issued 

Dear [Recipient Name], 

I am pleased to provide you with the summary report of annual invoices issued for the year 

[Insert Year]. Below are the key details: 

Summary of Invoices 

• Total Invoices Issued: [Total Number] 

• Total Income Generated: $[Total Amount] 

• Average Invoice Amount: $[Average Amount] 

Top Clients 

Client Name Invoice Amount 

[Client 1] $[Amount] 

[Client 2] $[Amount] 

Conclusion 

The above summary provides a comprehensive overview of the invoices issued in [Insert Year]. 

Please feel free to reach out for any further details or clarifications. 

Thank you for your attention. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


