[Department Name]  
[Company Name]  
[Date]

To:  
[Recipient’s Department]  
[Company Name]

Subject: Document Turnover for Monthly Reporting

Dear [Name/Team],

Please find attached the following for Q2 internal review:

- Financial Report  
- Operations Tracker  
- Payroll Summary

Kindly acknowledge receipt upon review.

Best,  
[Your Name]  
[Position]
