
Project Financial Reconciliation Discussion 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Discussion on Project Financial Reconciliation 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to propose a discussion regarding the financial 

reconciliation for the [Project Name]. As we approach the end of the current phase, it is crucial 

that we review and align our financial records to ensure all expenditures and revenues are 

accurately accounted for. 

Proposed Agenda: 

• Review of project budgets and actual spending 

• Identification of discrepancies and adjustments 

• Future financial planning and forecasting 

Please let me know your availability for a meeting next week, and I will do my best to 

accommodate. Your insights will be invaluable to ensure the financial integrity of the project. 

Thank you for your attention to this matter. I look forward to our discussion. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


