Client Obligation Reconciliation Letter

Date: [Insert Date]

To,

[Client Name]

[Client Address]

[City, State, Zip Code]

Dear [Client Name],

Subject: Client Obligation Reconciliation

We hope this message finds you well. As part of our ongoing commitment to transparency and
accuracy, we are conducting a reconciliation of client obligations and would like to take this

opportunity to ensure that our records align with yours.

Please find below the summary of your current obligations with us:

Invoice Number | Date | Amount Status
[Invoice #1] [Date] [Amount] [Paid/Pending]
[Invoice #2] [Date] [Amount] [Paid/Pending]

If you notice any discrepancies or have any questions regarding the above details, please do not
hesitate to reach out. We appreciate your prompt attention to this matter, and look forward to
resolving any issues that may arise.

Thank you for your cooperation.
Sincerely,

[Your Name]

[Your Position]

[Company Name]
[Contact Information]



