
Payment Reconciliation Notification 

Dear [Recipient's Name], 

We hope this message finds you well. We are sending this letter to notify you of the recent 

payment reconciliation conducted for your account with us. 

As part of our regular account review, we have identified some discrepancies that require your 

attention. Below are the details: 

Date Description Amount Status 

[Date] [Description] [Amount] [Status] 

We kindly ask you to review the information above and confirm the details by [Response 

Deadline]. If you have any questions or need further assistance, please do not hesitate to reach 

out to us at [Contact Information]. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


