
[Your Name]  

[Your Title]  

[Your Institution]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Institution]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Mode of Operation Guidelines for [Banking Institution Name]  

I hope this letter finds you well.  

This letter serves to outline the mode of operation guidelines that will 

govern our activities at [Banking Institution Name].  

1. **Objectives**  

 - Clearly state the objectives for the banking operations.  

  

2. **Operational Framework**  

 - Describe the operational structure (departments, hierarchy, etc.).  

  

3. **Core Banking Activities**  

 - List the primary services offered (e.g., deposit accounts, loans, 

mortgages).  

  

4. **Regulatory Compliance**  

 - Detail the compliance measures that will be implemented to meet legal 

standards.  

5. **Risk Management**  

 - Outline the risk assessment procedures and management strategies.  

6. **Customer Interaction**  

 - Explain how customer service will be handled including communication 

channels.  

7. **Performance Monitoring**  

 - Describe how operational performance will be monitored and evaluated.  

8. **Feedback Mechanism**  

 - Provide information on the processes for receiving and addressing 

feedback.  

9. **Amendments**  

 - Mention that these guidelines are subject to periodic reviews and 

amendments.  

We believe that these guidelines will enhance our operational efficiency 

and maintain the confidence of our customers and stakeholders.  

Thank you for your attention to these important matters. Should you have 

any questions or require further clarifications, please feel free to 

reach out.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Institution] 


