Financial Audit Reconciliation Procedures

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Financial Audit Reconciliation Procedures
Dear [Recipient's Name],

As part of our ongoing commitment to financial integrity and compliance, we are implementing
the following reconciliation procedures for our upcoming financial audit:

1. Preparation Phase

o Collect all financial documents including bank statements, invoices, and receipts.
o Ensure all transactions are recorded in the financial accounting system.

2. Reconciliation Process

« Verify each transaction against supporting documents.
e Reconcile bank statements with recorded cash balances.
« Identify and investigate any discrepancies.

3. Documentation and Reporting

« Document all findings and resolutions for discrepancies.
o Prepare a report summarizing the reconciliation process and outcomes.

We appreciate your cooperation and diligence in this matter. Please ensure that all relevant
documents are submitted by [Insert Deadline].

Thank you for your attention to this important matter.
Sincerely,
[Your Name]

[Your Position]
[Your Company]



