
Date: [Insert Date] 

[Client's Name] 

[Client's Address] 

[City, State, Zip Code] 

Dear [Client's Name], 

We hope this message finds you well. We are reaching out to request your assistance in verifying 

your account records with us. This is a routine process to ensure that our records are accurate and 

up-to-date. 

Please take a moment to review the following account information: 

Account Number: [Insert Account Number] 

Account Balance: [Insert Balance] 

Account Status: [Insert Status] 

If you notice any discrepancies or have any updates to your information, please contact us at 

your earliest convenience. Your prompt response will help us maintain the integrity of your 

account. 

Thank you for your attention to this matter. We appreciate your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Contact Information] 


