
Accrued Expenses Reconciliation 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Accrued Expenses Reconciliation for Cash Flow Analysis 

Dear [Recipient Name], 

I hope this message finds you well. As part of our ongoing cash flow analysis, we have 

conducted a reconciliation of accrued expenses for the period ending [Insert Date]. Below is a 

summary of our findings: 

Accrued Expenses Summary 

Description Accrued Amount Payment Status 

Expense 1 $[Amount] Pending 

Expense 2 $[Amount] Paid 

Expense 3 $[Amount] Pending 

The total accrued expenses as of [Insert Date] amount to $[Total Amount]. Please find attached 

detailed documentation for each of the accrued items listed above. 

We recommend reviewing the accrued expenses to ensure all items are accurately reflected in 

our cash flow projections. If you have any questions or require further information, please do not 

hesitate to contact me. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


