
Bank Reconciliation Documentation Request 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Bank Name] 

[Bank Address] 

[City, State, Zip Code] 

Dear [Bank Manager's Name], 

We are currently in the process of completing our bank reconciliation for the period ending 

[Insert Date]. To assist us in this process, we kindly request the following documentation: 

• Bank statements for the period from [Start Date] to [End Date] 

• Records of any outstanding checks and deposits 

• Details of any bank fees or charges incurred during this period 

We appreciate your prompt attention to this matter and request that the information be sent to us 

by [Insert Deadline Date]. If you have any questions or need further information, please feel free 

to contact me at [Your Phone Number] or [Your Email Address]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 


