Account Reconciliation Report

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Account Reconciliation Report for Internal Review
Dear [Recipient's Name],

We have conducted a thorough reconciliation of the accounts for the period ending [Insert Period
End Date]. Below is the summary of our findings:

Account Summary

Account Name Balance as per Books Balance as per Statement  Variance
[Account 1] [Amount] [Amount] [Variance]
[Account 2] [Amount] [Amount] [Variance]

Reconciliation Adjustments
We identified the following adjustments to reconcile accounts:

e [Adjustment 1]
e [Adjustment 2]

Recommendations

To maintain accurate financial records, we recommend the following actions:

o [Recommendation 1]
e [Recommendation 2]

We appreciate your attention to this matter and look forward to your feedback.
Sincerely,
[Your Name]

[Your Position]



[Your Contact Information]



