
Customer Account Reconciliation Statement 

Date: [Insert Date] 

To: [Customer Name] 

[Customer Address] 

Dear [Customer Name], 

We hope this message finds you well. This letter is to provide you with a detailed explanation of 

the recent reconciliation of your account with us. We have conducted a thorough review of your 

account statements and transactions, and we would like to summarize our findings as follows: 

Account Summary: 

• Account Number: [Insert Account Number] 

• Total Outstanding Balance: [Insert Amount] 

• Last Payment Received: [Insert Date] 

Reconciliation Details: 

Date Description Amount Balance 

[Insert Date] [Insert Description] [Insert Amount] [Insert Balance] 

If you have any questions or require further clarification regarding your account reconciliation, 

please do not hesitate to contact us at [Insert Contact Information]. We are here to assist you. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Company Address] 

[Your Company Phone Number] 


