
[Your Name]  

[Your Position]  

[Your Company Name]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Bank Manager's Name]  

[Bank Name]  

[Branch Address]  

[City, State, Zip Code]  

Subject: Request for Cheque Book for Corporate Account  

Dear [Bank Manager's Name],  

I hope this message finds you well.  

I am writing to formally request a new cheque book for our corporate 

account with your bank, [Account Number], under the name of [Your Company 

Name].  

Due to our ongoing transactions and operational requirements, we find 

ourselves in need of additional cheques. We kindly ask for a cheque book 

containing [number of cheques] cheques to be issued at your earliest 

convenience.  

Please let us know if there are any forms or further information required 

to process this request.  

Thank you for your prompt attention to this matter.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Name]  

[Your Position]  

[Your Company Name] 


