
Dear [Recipient's Name], 

I hope this message finds you well. I am writing to address the recent concerns regarding 

payment reconciliation for our accounts. 

After a thorough review of our records, we have identified the discrepancies that require 

clarification. Specifically, we would like to discuss the following items: 

• Transaction Date: [insert date] 

• Invoice Number: [insert invoice number] 

• Amount Discrepancy: [insert amount] 

Please let us know a convenient time for you to discuss these matters further. We aim to resolve 

any outstanding issues promptly to ensure a smooth relationship moving forward. 

Thank you for your attention to this matter. We look forward to your response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


