[Sender's Name]
[Sender's Address]
[City, State, Zip Code]
[Date]

[Recipient's Name]
[Recipient's Designation]
[Organization Name]
[Organization Address]

RE: [Subject of the Letter]
Reference Number: [Insert Reference Number]
Account Number: [Insert Account Number]

Dear [Recipient Name],

I am writing to you regarding the account referenced above. [ Write the main purpose of your
letter here].

Please use the Reference Number [Insert Reference Number] for all future correspondence
regarding this specific matter. My account details remain as follows:

e Account Holder Name: [Name]
e Account Number: [Number]
o Account Type: [Type]
[Insert any additional details or requests here].
Thank you for your time and assistance. I look forward to hearing from you.
Sincerely,
[Signature]

[Printed Name]
[Phone Number]



