				[To be printed on company letter head]



To,											Date:



Subject: Balance confirmation as on December 31, 20xx
Name of the Party:  

Dear Sir/Madam,
In connection with the audit of our accounts for the financial year 201x-1x, we request you to confirm the balance as on December 31, 20xx as per the enclosed letter to our Statutory Auditors.
In case there is any difference in balance, please send us your detailed statement of accounts to XYZ Ltd in order to reconcile your account with our books of accounts.
A letter addressed to our Statutory Auditors [auditors name & address] is enclosed herewith with details of balance as per XYZ Ltd records.
It is requested to confirm the balance within ten days of the date of the letter.
Your prompt response will be highly appreciated.
Thanking You,

For  XYZ Ltd


(Authorised Signatory)
Name:
Designation:
Address:



Note – In case ,if , the balances are not confirmed within a period of 30 days, it will be presumed that the same is reconciled with the books of  XYZ Ltd




			[To be printed on company letter head]

To,											Date:
M/s ABC  & Associates,
Chartered Accountants,
Address:

Subject: Balance confirmation as on December 31, 20xx
Client Name: XYZ Ltd 
Name of the Party:

Dear Sir,
We hereby confirm balance as on 31.12.20xx standing in our Books of Accounts as per details given below:
	Particulars
	Debit/ Credit
	Balance as per Records Of XYZ Ltd
	Balance as per our Records
	Difference         (if any)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Details of discrepancies, if any:

	



	



Thanking you,

(Signature)			(Company name & Seal)
Name & Designation:
Address:




CC:  XYZ Ltd	


