
Contract Reconciliation Notification 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

We hope this message finds you well. This letter serves to formally notify you of the 

reconciliation process regarding our contract [Contract Number or Title] dated [Contract Date]. 

As part of the reconciliation, we have reviewed the terms and conditions as well as the 

performance associated with this contract. We would like to discuss the findings and any 

discrepancies that may have arisen during the contract period. 

We propose a meeting on [Insert Proposed Date] at [Insert Proposed Time] to go over these 

details. Please confirm your availability or suggest an alternative date and time that works for 

you. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


