
Initial message before formal request

Subject: Enquiry Regarding Bank Statement Request

    Dear [Bank Officerâ€™s Name],

    I would like to know the process and charges, if any, for obtaining a bank statement for my

account number [Account Number]. Once I have the details, I will submit a formal request.

    Thank you for your guidance.

    Regards,

    [Your Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/requisition-letter-for-bank-statement


