
Customer Account Reconciliation Follow-Up 

Dear [Customer's Name], 

I hope this message finds you well. I am writing to follow up on the account reconciliation report 

we sent to you on [Date of Last Communication]. We value your partnership and want to ensure 

that all transactions are accurately recorded. 

If you have had the opportunity to review the report, please let us know if you have any 

questions or require further clarification. Your feedback is important to us, and we aim to resolve 

any discrepancies swiftly. 

Additionally, please confirm receipt of the reconciliation report and any necessary actions on 

your part by [Response Due Date]. 

Thank you for your attention to this matter. We appreciate your cooperation and look forward to 

your prompt response. 

Warm regards, 

[Your Name]  

[Your Job Title]  

[Your Company Name]  

[Your Contact Information]  


