
Account Billing Review 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We hope this message finds you well. We are reaching out to conduct a review of your account 

billing statements to ensure accuracy and clarity regarding your recent transactions and charges. 

Please find attached a detailed breakdown of your account activity for the last [insert duration, 

e.g., "three months"]. We kindly ask you to review this information and let us know if you have 

any queries or if any discrepancies arise. 

Our aim is to provide you with the highest level of service, and addressing any potential 

concerns promptly is part of this commitment. We appreciate your cooperation in this matter. 

Thank you for your attention to this important review. Please feel free to contact us at [insert 

contact number] or [insert email address] should you have any questions or require further 

assistance. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 


