
Account Reconciliation Request 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Title] 

[Recipient Company] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

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

to some outstanding balances that require clarification. 

As of [Insert Date], the outstanding balances on our records show the amount of [Insert 

Amount]. We believe there may be discrepancies between our records and yours, and we would 

appreciate your assistance in reconciling them. 

Enclosed are the documents detailing the transactions we have recorded. Please review and 

provide feedback on any discrepancies at your earliest convenience. 

Thank you for your prompt attention to this matter. I look forward to your response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 


