Project Accounting Reconciliation

Date: [Insert Date]

To: [Recipient's Name]

[Recipient's Position]

[Company/Organization Name]

[Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],

Subject: Project Accounting Reconciliation for Financial Reporting

| hope this message finds you well. As part of our ongoing commitment to maintaining
transparent and accurate financial reporting, we have conducted a reconciliation of our project
accounting records for [Project Name] as of [Reconciliation Date].

Our reconciliation process included reviewing all financial transactions related to the project,
including expenditures, revenues, and any adjustments necessary for accurate reporting. Below, |
have outlined the key findings:

Total Project Budget: $[Budget Amount]

Total Expenditures: $[Expenditure Amount]

Total Revenue: $[Revenue Amount]
Net Position: $[Net Position]

We have identified the following discrepancies that require your attention:

1. [Discrepancy 1]

2. [Discrepancy 2]

3. [Discrepancy 3]
To resolve these issues promptly, we kindly request your assistance in reviewing the attached
documentation related to these discrepancies. Furthermore, | would appreciate it if we could
schedule a meeting to discuss this matter at your earliest convenience.
Thank you for your attention to this important matter. | look forward to your prompt response.

Sincerely,



[Your Name]

[Your Position]

[Your Company/Organization]
[Your Phone Number]

[Your Email Address]



