
Company Name 

Company Address 

City, State, Zip Code 

Email Address 

Phone Number 

Date: [Insert Date] 

[Recipient Name] 

[Recipient Address] 

[City, State, Zip Code] 

Subject: Elucidation of Charges and Fees 

Dear [Recipient Name], 

We hope this letter finds you well. We are writing to provide you with a detailed explanation of 

the charges and fees that may be incurred in relation to your account with us. 

Charges Overview: 

• Service Charge: $[Amount] - This charge applies to [description of the service]. 

• Late Fee: $[Amount] - Charged for payments received after the due date. 

• Processing Fee: $[Amount] - Applicable for [description of the processing involved]. 

These charges are designed to cover the costs associated with the services we provide and to 

ensure we maintain high standards in our operations. 

If you have any questions regarding this matter or if you need further clarification, please do not 

hesitate to reach out to our customer service team at [Phone Number] or [Email Address]. 

Thank you for your attention to this matter. We appreciate your business and look forward to 

serving you in the future. 

Sincerely, 

[Your Name] 

[Your Position] 



Company Name 


