
Letter Template for Financial Reporting 

Date: [Insert Date] 

[Recipient Name] 

[Recipient Title] 

[Organization Name] 

[Organization Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

We hope this letter finds you well. As part of our commitment to transparency and 

accountability, we would like to remind you of the financial reporting requirements for the 

upcoming fiscal period. 

Financial Reporting Guidelines: 

• All financial reports should be submitted by [insert due date]. 

• Reports must include a detailed breakdown of all income and expenses. 

• Supporting documentation, such as receipts and invoices, should be attached. 

• Ensure reports adhere to the [specific accounting standards or guidelines] applicable to 

our organization. 

Please feel free to reach out if you have any questions or require assistance in compiling your 

reports. Your cooperation and diligence in meeting these requirements are greatly appreciated. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[NGO Name] 

[Contact Information] 


