
Monthly Invoice Reconciliation Report 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Monthly Invoice Reconciliation Report for [Month/Year] 

Dear [Recipient Name], 

Attached please find the monthly invoice reconciliation report for the period of [Month/Year]. 

This report summarizes the invoices issued, payments received, and outstanding balances. 

Invoice Summary 

Invoice Number Date Issued Amount Status 

[Invoice #1] [Date] [Amount] [Paid/Unpaid] 

[Invoice #2] [Date] [Amount] [Paid/Unpaid] 

Total Outstanding Balance 

Total Outstanding: [Outstanding Amount] 

Please review the report and let us know if you have any questions or require further 

information. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


