
Payment Reconciliation Closure Request 

Date: [Insert Date] 

To: [Recipient Name] 

Company: [Recipient Company Name] 

Address: [Recipient Company Address] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally request the closure of the payment 

reconciliation for the following transactions: 

• Transaction ID: [Insert Transaction ID 1] - Amount: [Insert Amount 1] 

• Transaction ID: [Insert Transaction ID 2] - Amount: [Insert Amount 2] 

• Transaction ID: [Insert Transaction ID 3] - Amount: [Insert Amount 3] 

We believe that all necessary documentation has been provided, and the payments have been 

reconciled in accordance with our agreement. Kindly confirm the closure of this reconciliation at 

your earliest convenience. 

Thank you for your attention to this matter. Should you require any further information, please 

do not hesitate to contact me. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


