
Vendor Payment Reconciliation 

Date: [Insert Date] 

To: [Vendor Name] 

Address: [Vendor Address] 

Subject: Project-Specific Expenses Reconciliation 

Dear [Vendor Contact Name], 

We are reaching out to provide a reconciliation of payments made for the project titled [Project 

Name]. Below is a summary of the project-specific expenses and payments made to date: 

Invoice Number Invoice Date Amount Payment Date Status 

[Invoice #1] [Date] [Amount] [Payment Date] [Paid/Pending] 

[Invoice #2] [Date] [Amount] [Payment Date] [Paid/Pending] 

If you have any discrepancies or require further details regarding this reconciliation, please do 

not hesitate to contact us at [Your Contact Information]. 

Thank you for your continued partnership. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company] 

[Your Contact Information] 


