
Adjustment Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to inform you of adjustments that have been made to our financial records related to 

your account. After a thorough review, it was noted that the following discrepancies required 

correction: 

• Transaction ID: [Insert Transaction ID] - [Insert Description of Adjustment] 

• Transaction ID: [Insert Transaction ID] - [Insert Description of Adjustment] 

• Transaction ID: [Insert Transaction ID] - [Insert Description of Adjustment] 

The adjustments have been made to ensure the accuracy of our financial reporting. Please review 

the changes and acknowledge receipt of this letter. Should you have any questions, do not 

hesitate to contact me directly at [Your Phone Number] or [Your Email Address]. 

Thank you for your understanding and cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Company Address] 

[City, State, Zip Code] 


