[Your Name]

[Your Address]

[City, State, Zip Code]
[Your Phone Number]
[Your Email Address]

[Date]

[Bank Name]

[Bank Branch Address]
[City, State, Zip Code]

Subject: Request to Update Standing Instruction for Account Number [Old Account
Number]

Dear Sir/Madam,

I am writing to formally request a change in the billing/debit details for my existing standing
instruction regarding [Mention Purpose, e.g., Loan Repayment, Insurance Premium, or Monthly
Transfer].

Currently, the payments are being deducted from the following account:

e Current Bank Account Number: [Old Account Number]

I would like to request that, effective from [Start Date], all future payments be deducted from my
new account as detailed below:

e New Bank Name: [New Bank Name]
e New Account Holder Name: [Your Name]

e New Account Number: [New Account Number]
e New IFSC/Swift Code: [I[FSC/Swift Code]

Please find enclosed a [Cancelled Cheque/Copy of Bank Statement] for the new account to
verify the details. I authorize you to update your records and carry out the debits from this new

account moving forward.

Please confirm once the update has been processed. Thank you for your prompt attention to this
matter.

Sincerely,
[Your Signature]

[Your Printed Name]



