Account Statement Reconciliation Reminder

Date: [Insert Date]

To: [Recipient's Name]
[Recipient's Address]
Dear [Recipient's Name],

This is a friendly reminder regarding the reconciliation of your account statements for the period
ending [Insert Date]. We have not yet received your confirmation of the account details.

For your records, the following entries require your attention:
o Transaction Date: [Insert Transaction Date] - Amount: [Insert Amount]
o Transaction Date: [Insert Transaction Date] - Amount: [Insert Amount]

o Transaction Date: [Insert Transaction Date] - Amount: [Insert Amount]

Please review your records and confirm your agreement with the above transactions by [Insert
Deadline]. If there are any discrepancies, do not hesitate to contact us.

Thank you for your prompt attention to this matter.
Sincerely,

[Your Name]

[Your Position]

[Your Company Name]
[Your Contact Information]



