[Date]

[Recipient Name]

[Recipient Address]

[City, State, Zip Code]

Subject: Notice of No Matching Financial Records Found

Dear [Recipient Name],

We are writing in response to your inquiry received on [Date] regarding [Reference
Number/Account Name].

After a thorough search of our financial systems and archives using the information provided, we
were unable to locate any matching records or accounts. Our search included a review of our
current databases as well as historical ledgers.

To assist us in a further search, please verify the following information and provide any
additional documentation you may have:

e Full Name or Business Name used at the time of the transaction
e Social Security Number or Tax ID Number
o Exact dates of the period in question

o Copies of canceled checks, receipts, or previous statements

If you believe this is an error or if you can provide the additional details requested above, please
contact our department at [Phone Number] or [Email Address].

Thank you for your cooperation.
Sincerely,

[Your Name/Department]
[Company Name]



