
Accrued Expenses Reconciliation 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

Subject: Accrued Expenses Reconciliation for Budget Planning 

I hope this message finds you well. In preparation for our upcoming budget planning session, I 

am writing to present the reconciliation of accrued expenses for the period ending [Insert Date]. 

Summary of Accrued Expenses 

Description Amount ($) Status 

[Expense 1] [Amount 1] [Status 1] 

[Expense 2] [Amount 2] [Status 2] 

[Expense 3] [Amount 3] [Status 3] 

The total accrued expenses amount to: [Total Amount] 

Please review the attached documentation for detailed descriptions and any necessary 

adjustments. Your feedback will be invaluable in ensuring accuracy in our budget planning 

process. 

Thank you for your attention to this matter. I look forward to your insights. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Email] 

[Your Phone Number] 


