Dear [Supplier's Name],

We hope this message finds you well. As we approach the end of the fiscal year, we are
conducting our routine financial adjustments and would like to remind you of the importance of
reconciling our accounts.

We kindly ask that you review your records for any discrepancies relating to purchase orders,
invoices, and payments made throughout the year. If you identify any discrepancies, please
prepare a detailed report and forward it to us by [specific date].

This process ensures that both parties maintain accurate records and facilitate smooth business
operations as we move into the new year.

If you have any questions or require further clarification, please do not hesitate to reach out to us
at [Your Contact Information].

Thank you for your cooperation and continued partnership. We look forward to working with
you in the upcoming year.

Sincerely,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



