
Reconciliation Notice 

Date: [Insert Date] 

To: [Recipient's Name] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We are writing to notify you regarding the reconciliation of your payment account with us. 

As per our records, we have noted the following discrepancies in your recent transactions: 

• Transaction ID: [Insert Transaction ID] - Amount: [Insert Amount] - Date: [Insert Date] 

• Transaction ID: [Insert Transaction ID] - Amount: [Insert Amount] - Date: [Insert Date] 

We kindly ask you to review these transactions and provide any necessary clarifications or 

corrections by [Insert Deadline]. Your prompt response will help us finalize the reconciliation 

process efficiently. 

Thank you for your attention to this matter. If you have any questions, please do not hesitate to 

contact us at [Insert Contact Information]. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


