Email Templates for Monthly Reminders

Missing Statements
Every bank, credit card, and loan account will need to be reconciled each month. While the best option is to set up view-only bank access or connect all bank accounts to Hubdoc, occasionally you will have clients that can only email you copies of their statements. You can set up a canned email response with the template below and then modify as needed for your specific request. 

Process
1. Click the Gear Icon > Reconcile > Reconciliation Summary and make sure all accounts listed on the Balance Sheet have been reconciled. 
2. Before requesting statements, confirm they are not in Hubdoc or accessible through a view-only login
3. Email the client to request any needed statements and be specific about which bank accounts and the dates we need
4. Update the Task in Asana to say “Follow Up: Statement Request” and change the due date to 5 days from now.
5. Once the statements are received, delete “Follow Up:” from the task name before marking complete.

Sample Email to Client 
(Reminder on the 1st or 2 days after the statement end date): 

Hey <Client Name>! 

I don’t see that I have the <Month Year> statement for your <Name of Bank> account ending in <####>. Can you send that over so I can reconcile the account for you?

Thanks!
<Your Name>

Sample Email to Client (Follow Up - 5 Days Later): 

Hey <Client Name>! 

[bookmark: _GoBack]I don’t see that I have the <Month Year> statement for your <Name of Bank> account ending in <####>. Can you send that over so I can reconcile the account for you?

Thanks!
<Your Name>
