
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Bank/Organization Name]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: [Subject of the Letter]  

I hope this letter finds you in good health and spirits. I am writing to 

[briefly state the purpose of the letter].  

[Expand on the purpose, providing necessary details and context. Elicit 

any important information, making sure to remain concise and clear.]  

I would appreciate it if you could [state any requests or actions you 

want the recipient to take, if applicable]. Thank you for your attention 

to this matter. I look forward to your prompt response.  

Sincerely,  

[Your Name]  

[Your IBPS Po Roll Number, if relevant] 


