
Account Reconciliation Request 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request a reconciliation of our 

account for the period of [Specify Time Period]. We believe it is important to ensure that our 

financial records are accurate and align with your records. 

Attached you will find the relevant documents for your review, including our transaction history 

and statements. We would greatly appreciate your assistance in reviewing these records and 

addressing any discrepancies that may arise. 

Please let us know a convenient time for you to discuss this matter further. We look forward to 

your prompt response. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


