Account Reconciliation Dispute Letter

Date: [Insert Date]
To,
[Recipient's Name]
[Company's Name]
[Company's Address]
[City, State, Zip Code]
Dear [Recipient's Name],
| am writing to formally address a discrepancy in my account reconciliation for account number
[Insert Account Number]. Upon reviewing my account statements, | have noticed the following
discrepancies:
o [Discrepancy 1: Description]
« [Discrepancy 2: Description]
o [Discrepancy 3: Description]
| kindly request a thorough review and resolution of these issues. Please provide me with the
necessary adjustments and documentation to clarify these discrepancies. | have attached copies

of my relevant statements and transactions for your reference.

Your prompt attention to this matter will be greatly appreciated. Please feel free to contact me at
[Your Phone Number] or [Your Email Address] if you require any further information.

Thank you for your cooperation.
Sincerely,

[Your Name]

[Your Address]

[City, State, Zip Code]



