
Reconciliation Letter for Invoice 

Discrepancies 

Date: [Insert Date] 

[Your Company Name] 

[Your Company Address] 

[City, State, ZIP Code] 

[Email Address] 

[Phone Number] 

 

[Recipient Name] 

[Recipient Company Name] 

[Recipient Address] 

[City, State, ZIP Code] 

 

Dear [Recipient Name], 

We hope this message finds you well. We are writing to address some discrepancies we have 

identified in our recent invoices. 

Invoice Number: [Insert Invoice Number] 

Invoice Date: [Insert Invoice Date] 

Discrepancy Details: [Briefly describe the discrepancies] 

We kindly request your assistance in reconciling these differences at your earliest convenience. 

Enclosed are copies of the relevant documents for your review. 

If you have any questions or require further information, please do not hesitate to reach out to us. 

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



 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


