Bank Reconciliation Support Request
Date: [Insert Date]
To: [Recipient's Name]
[Recipient's Title]
[Bank's Name]
[Bank's Address]
[City, State, Zip Code]
Dear [Recipient's Name],
| am writing to request your assistance with the bank reconciliation for our accounts at [Bank's
Name]. During our recent review, we have identified discrepancies that require clarification for
accurate financial reporting.
Specifically, we would appreciate your support in investigating the following items:
o [Detail of discrepancy 1]
o [Detail of discrepancy 2]
o [Detail of discrepancy 3]

We believe that your insights will greatly aid in resolving these discrepancies. Please let us know
if there are any forms or additional information you require from us to facilitate this process.

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

[Your Name]

[Your Title]

[Your Company's Name]

[Your Contact Information]



