
Account Reconciliation Request 

Date: [Insert Date] 

To: [Insert Bank/Financial Institution Name] 

Address: [Insert Address] 

Dear [Insert Recipient's Name], 

I am writing to formally request a reconciliation of my account, [Insert Account Number], due to 

several disputed transactions that I believe require your attention. 

The disputed transactions are as follows: 

• Date: [Insert Transaction Date] | Amount: [Insert Amount] | Description: [Insert 

Description] 

• Date: [Insert Transaction Date] | Amount: [Insert Amount] | Description: [Insert 

Description] 

• Date: [Insert Transaction Date] | Amount: [Insert Amount] | Description: [Insert 

Description] 

Attached, you will find copies of the relevant documents and statements to support my request. 

I appreciate your immediate attention to this matter and request that you respond within [Insert 

Time Frame] to ensure timely resolution. 

Thank you for your assistance. 

Sincerely, 

[Your Name]  

[Your Address]  

[Your Phone Number]  

[Your Email Address] 


