
Payment Reconciliation Letter 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

We are writing to confirm the reconciliation of payments between our accounts for the period of 

[Insert Start Date] to [Insert End Date]. The following details summarize our findings: 

Details of Reconciliation 

Date Description Amount Status 

[Insert Payment Date] [Insert Payment Description] [Insert Amount] [Insert Status] 

If you have any discrepancies or require further clarification, please do not hesitate to reach out 

to us by [Insert Contact Method]. We appreciate your attention to this matter and look forward to 

your confirmation. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Company Address] 

[Your Phone Number] 

[Your Email Address] 


