Client Account Management Reconciliation

Date: [Insert Date]
To,

[Client Name]
[Client Address]
Dear [Client Name],

We hope this letter finds you well. As part of our commitment to maintaining accurate and
transparent financial records, we have conducted a reconciliation of your account.

We would like to confirm the following details related to your account:

e Account Number: [Insert Account Number]

o Current Balance: [Insert Current Balance]

« Outstanding Transactions: [List any outstanding transactions]
If the above information matches your records, please confirm by signing and returning this
letter by [Insert Deadline]. If there are any discrepancies, please reach out to us by [Insert
Contact Information] so we can address them promptly.

Thank you for your attention to this matter. We value your partnership and look forward to
continuing to serve your needs.

Sincerely,

[Your Name]
[Your Position]
[Your Company]

[Your Contact Information]



