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request for information from previous accountant example is a phrase that
often

comes up when individuals or businesses decide to change their accounting service
providers. Whether switching accountants due to dissatisfaction, retirement of the
previous accountant, or seeking specialized expertise, requesting information from the
former accountant is a critical step. It helps ensure a seamless transition and provides the
new accountant with the necessary documents and insights to manage your ?nancial
a?airs e?ectively.

In this article, we?Il explore how to craft a professional and clear request for information
from your previous accountant, highlight what kind of information you should ask for, and
o?er practical examples and tips to make the process straightforward and stress-free.
Why You Might Need to Request Information from Your Previous
Accountant

Changing accountants can be driven by various factors. Understanding why you need to
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request information can help you communicate your needs better and ensure you receive
all relevant data.
Common Reasons to Request Information

Transition to a New Accountant: When you hire a new accountant, they?ll need

past ?nancial records, tax returns, and bookkeeping data to get up to speed.

Audits or Financial Reviews: If your business is undergoing an audit, having
2.

complete and accurate historical data is essential.

Business Sale or Acquisition: Potential buyers often require detailed ?nancial
3.

information to assess the value of a business.

Compliance and Tax Filing: Ensuring you have all necessary documents for
4.

accurate tax reporting and compliance purposes.

Understanding these reasons also helps you explain the urgency or importance of your

request to the previous accountant, encouraging a timely and cooperative response.

What to Include in a Request for Information from Previous

Accountant Example

Crafting a request for information letter or email to your former accountant should be

clear, polite, and structured. Here?s what you should include to cover all bases.
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Essential Elements of the Request

Introduction: Brie?y introduce yourself or your business and mention the
purpose

of your correspondence.

Speci?c Information Requested: Clearly list the documents or data you need,
2.

such as ?nancial statements, tax returns, audit reports, or payroll records.

Time Frame: Specify the period for which you require information (e.g., last
three

?scal years).

Reason for Request: Explain why you need the information, which helps the

4.

accountant understand the context and prioritize your request.

Deadline: If applicable, provide a reasonable deadline for receiving the

5.

information.

Contact Details: Include your contact information for any follow-up questions or
6.

clari?cations.
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Polite Closing: End with a courteous note thanking them for their assistance.

Example of a Request for Information Letter

Here?s an example template you might adapt when requesting information from a
previous accountant:

Dear [Accountant?s Name],

| hope this message ?nds you well. | am writing to request access to my

?nancial records and related documents for the period of [start date] to [end
date]. As | have recently engaged a hew accounting service, these documents
are essential to ensure a smooth transition and continued compliance.
Speci?cally, | would appreciate receiving copies of the following:

Annual ?nancial statements

Tax returns and supporting documents

Payroll records

3.

Bank reconciliation statements

Any audit or review reports conducted during the speci?ed period
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If possible, | would be grateful to receive these documents by [deadline].

Should you require any further information or clari?cation, please do not

hesitate to contact me at [phone number] or [email address].

Thank you very much for your assistance.

Kind regards,

[Your Full Name]

[Your Business Name, if applicable]

[Your Contact Information]

This example strikes a balance between professionalism and friendliness, encouraging
cooperation.

Tips for a Smooth Request for Information Process

Requesting information from a previous accountant can sometimes be sensitive,
especially if the relationship ended abruptly or if there are outstanding fees. Here are
some tips to navigate the process e?ectively.

Maintain Professionalism at All Times

Even if you are unhappy with your former accountant?s service, keeping your
communication respectful and professional increases the chances of a timely and positive
response. Avoid accusatory or emotional language.

Be Clear and Speci?c

Vague requests often result in delays or incomplete information. Clearly list what you
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need and why. This precision helps the accountant gather the documents e?ciently.
Allow Reasonable Timeframes

Understand that gathering records may take time, especially if your ?les are archived.
Give a reasonable deadline and be open to discussing extensions if needed.

Follow Up Politely

If you don?t receive a response within the expected timeframe, send a courteous follow-up
message. Sometimes emails get overlooked, and a gentle reminder can expedite the
process.

Address Outstanding Fees Promptly

If you owe fees to your previous accountant, settling them promptly can prevent delays in
releasing your information. Clear any ?nancial obligations to avoid complications.
Understanding the Types of Information Typically Requested

Knowing exactly what types of information you might need helps you prepare a
comprehensive request that won?t require multiple rounds of follow-up.

Financial Statements

These include balance sheets, pro?t and loss statements, and cash ?ow reports. They
provide an overview of your ?nancial health and are vital for ongoing accounting and tax
?ling.

Tax Documents

Copies of ?led tax returns, supporting schedules, correspondence with tax authorities, and

any tax planning advice documents are critical for continuity and audit defense.
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Payroll Records

If you have employees, payroll documentation, including wages, tax withholdings, and
bene?ts, must be transferred accurately.

Bank Statements and Reconciliations

Accurate bank records and reconciliations ensure that your accounting books match your
actual cash ?ow, which is important for ?nancial accuracy.

Audit and Compliance Reports

If your business has undergone audits or reviews, these reports provide insight into your
?nancial practices and any recommendations or ?ndings.

How to Use the Information After You Receive It

Once you have obtained the requested information from your previous accountant, it?s
important to organize and review it carefully.

Organize Your Records

Create a systematic folder structure, either digitally or physically, to store your ?nancial
documents. This will facilitate easy access by your new accountant or for your own
reference.

Review for Completeness

Check that you have received all the items you requested. If anything is missing or
unclear, follow up promptly.

Share with Your New Accountant
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Provide your new accountant with the documents and discuss any speci?c circumstances
or ?nancial nuances they should be aware of.

Keep Copies for Your Records

Always keep backups of all ?nancial documentation for legal and compliance purposes.
This protects you in case of future disputes or audits.

Requesting information from a previous accountant can seem daunting, but with the right
approach and a clear example to follow, it becomes a manageable task. Being polite,
clear, and speci?c, as illustrated in the example above, will help you get the necessary
documents promptly. This ensures your ?nancial a?airs remain in good order as you
transition to new accounting support or prepare for any upcoming ?nancial activities.
Question

Answer

What is a request for

information from a

previous accountant?

A request for information from a previous accountant is a

formal communication asking for relevant ?nancial

documents, records, or explanations related to a client's

past accounting and ?nancial activities to ensure a smooth

transition or review.

Why do | need to request
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information from my

previous accountant?

Requesting information from your previous accountant is

important to obtain accurate ?nancial records, ensure

continuity in accounting processes, verify past transactions,

and comply with legal or regulatory requirements when

switching accountants or conducting audits.

What should be included

in a request for

information from a

previous accountant?

A request should include a clear description of the

documents or information needed, the purpose of the

request, the time period covered, any deadlines for

receiving the information, and contact details for follow-up.

Can you provide an

example of a request for

information letter to a

previous accountant?

An example request letter might read: 'Dear [Accountant's

Vol. 2026, Issue 7
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Name], | am writing to request copies of all ?nancial records
and statements pertaining to my accounts from [start date]
to [end date]. This information is needed to facilitate the
transition to my new accountant. Please let me know if you
require any additional information from my side. Thank you
for your assistance.’

How long does it usually

take to get information

from a previous

accountant after a

request?

The time frame varies but typically ranges from a few days
to a couple of weeks, depending on the complexity of the
request, the accountant's workload, and the method of
delivery. It's advisable to specify a reasonable deadline in
your request.

Request for Information from Previous Accountant Example: A Professional Guide to

Obtaining Critical Financial Data

Vol. 2026, Issue 7

request for information from previous accountant example serves as a crucial

step

for businesses and individuals transitioning between accounting professionals. Whether
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you are onboarding a new accountant, conducting an audit, or simply ensuring continuity
in ?nancial management, understanding how to e?ectively request information from a
previous accountant can signi?cantly impact the accuracy and e?ciency of your ?nancial
operations.

In this article, we delve into the nuances of drafting a professional request for information
from a prior accountant, examining key considerations, best practices, and the types of
data typically sought. By exploring concrete examples and analytical insights, this
discussion aims to equip readers with the knowledge necessary to navigate this often
sensitive but essential communication.

Understanding the Importance of Requesting Information from a
Previous Accountant

When a business or individual changes accounting service providers, the transfer of
?nancial information is foundational. The previous accountant holds records, tax ?lings,
?nancial statements, and other documentation critical to maintaining a consistent record
of ?nancial health. Without a transparent and comprehensive request process, gaps may
emerge, leading to compliance risks, misinterpretations, or delays in ?nancial reporting.
Moreover, requesting information from a previous accountant is not merely an
administrative procedure but a professional interaction that requires tact and clarity.
Accountants are bound by con?dentiality and professional ethics, so a well-constructed
request respects these boundaries while asserting the necessity of the information.

Key Components of a Request for Information from Previous Accountant
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Example
A standard request letter or email to a previous accountant typically contains several vital
elements:

Clear Identi?cation: Specify the client?s name, business entity, and relevant

identi?cation numbers (e.g., tax IDs).

Purpose of Request: Articulate why the information is needed ? for example,

2.

transition of services, audit preparation, or tax ?ling.

Scope of Information: Enumerate the exact documents or data being requested,
3.

such as trial balances, general ledgers, bank reconciliations, tax returns, payroll

records, or correspondence with tax authorities.

Time Frame: De?ne the period for which records are required (e.g., the last
?scal

year, past ?ve years).

Format and Delivery: Indicate preferred formats (digital copies, physical
5.

documents) and timelines for delivery.

Professional Tone and Politeness: Maintain a formal, respectful, and
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cooperative tone to facilitate a smooth exchange.

An example excerpt might read:

"We kindly request copies of all ?nancial statements, tax ?lings, and supporting
documentation for the ?scal years 2021 and 2022, to ensure a seamless transition of
accounting services. Please provide these documents in electronic format by May 15,
2024."

Legal and Ethical Considerations in Requesting Information
Requesting information from a previous accountant is governed not only by professional
courtesy but also by legal frameworks. Accountants are obligated to protect client
con?dentiality under regulations such as the Generally Accepted Accounting Principles
(GAAP) and, in many jurisdictions, speci?c privacy laws.

Clients typically have the right to access their ?nancial records, but accountants may
require formal written authorization before releasing sensitive data. When drafting a
request for information from previous accountant example, including a signed
authorization or Power of Attorney can expedite the process.

Additionally, understanding the retention policies of accounting ?rms is crucial. Many
?rms retain documents for a prescribed period, often seven years, aligning with tax
authority requirements. Requests for older records may encounter limitations,

necessitating alternative strategies such as contacting tax agencies or reconstructing
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data from bank statements.
Common Challenges in Obtaining Information
Several obstacles can arise when requesting information from a previous accountant:

Delay in Response: Busy schedules or administrative backlog can slow
document

delivery.

Incomplete Records: Some ?les may be missing or fragmented, especially for
2.

long-standing accounts.

Disputes or Miscommunication: Disagreements over fees or services may

3.

impede cooperation.

Format Incompatibility: Older records may exist only in paper form or outdated
4,

software formats.

To mitigate these challenges, clear communication, early requests, and, if necessary,

involving legal counsel or professional mediators can prove bene?cial.

Practical Examples and Templates

Analyzing concrete request for information from previous accountant example templates

o?ers practical insight. Below is a professional sample letter structure:
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Header: Include sender?s and recipient?s contact information and date.

Subject Line: "Request for Transfer of Financial Records and Documentation."
2.

Opening Paragraph: Brie?y introduce the context and reference any prior

3.

communications.

Main Body: Specify documents requested, time frames, and reasons.

4,

Closing Paragraph: Express appreciation and provide contact details for
follow-up.

5.

Signature: Include authorized signatory?s name and position.

6.

For example:

Dear [Accountant?s Name],

We are writing to formally request the transfer of all accounting records, including
?nancial statements, tax returns, and supporting documentation for the years 2020
through 2023, pertaining to [Client?s Business Name]. This request supports the transition
of accounting services to our new provider. Please send the documents in electronic

format by [Deadline Date]. Should you require a signed authorization form, kindly inform
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us at your earliest convenience.

Thank you for your cooperation.

Sincerely,

[Your Name]

[Your Position]

[Contact Information]

Such an approach balances professionalism with clarity, increasing the likelihood of a
prompt and complete response.

Digital Considerations and Modern Tools

In the digital era, many accounting ?rms utilize cloud-based platforms and electronic
document management systems. This evolution simpli?es the process of requesting and
transferring information, allowing for secure, instantaneous sharing.

When drafting a request for information from previous accountant example,
acknowledging these tools and specifying preferred digital formats (e.g., PDF, Excel,
QuickBooks ?les) can streamline the transfer. Additionally, ensuring compliance with
cybersecurity standards and data privacy laws?such as GDPR for European clients?is
paramount.

Strategic Bene?ts of a Well-Crafted Request

Beyond the immediate need for documents, a carefully structured request fosters
professionalism and maintains positive relationships between clients and former

accountants. This can be particularly important when ongoing collaboration or references
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are anticipated.

Furthermore, a comprehensive data transfer reduces the risk of errors in ?nancial
reporting, aids in tax compliance, and supports business decision-making. For startups or
growing companies, access to historical accounting data can reveal trends and inform
strategic planning.

Comparing Verbal vs. Written Requests

While some may opt for informal phone calls or verbal agreements to obtain information,
documented requests o?er signi?cant advantages:

Accountability: Written records create a trail for follow-up and dispute
resolution.

Clarity: Detailed letters minimize misunderstandings about scope and
deadlines.

Professionalism: Formal communication demonstrates respect and
seriousness.

Therefore, even if initial contact is verbal, following up with a written request is
considered best practice.

Navigating the process of requesting information from a previous accountant requires a
blend of clear communication, legal awareness, and professional decorum. By employing

well-structured request templates, understanding the relevant ethical and technical
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considerations, and appreciating the strategic value of accurate ?nancial data transfer,
businesses and individuals can ensure continuity and integrity in their accounting
practices.

request for information letter to previous accountant, sample email to former accountant
for records, previous accountant information request template, how to ask former
accountant for ?nancial documents, example letter requesting accounting ?les, request
for client records from old accountant, sample letter for accountant information retrieval,
letter to former CPA for tax documents, requesting past accounting reports example,

template for asking previous accountant for data

REQUEST LETTER FORMAT FOR BANK STATEMENT SBH

Request Letter Format for Bank Statement SBH

When it comes to requesting a bank statement from SBH (State Bank of Hyderabad), understanding
the proper format of the request letter is crucial. A well-structured request letter not only increases
the chances of a prompt response but also ensures that your request is taken seriously and
processed efficiently. Whether you need a bank statement for personal, business, or official
purposes, knowing the correct format helps communicate your requirements clearly and
professionally. This article provides a comprehensive guide on the request letter format for bank
statement SBH, including essential sections, tips for writing an effective letter, and sample templates
to assist you.

Understanding the Importance of a Proper Request Letter

Before diving into the format, it's important to recognize why a formal request letter for a bank
statement is necessary:
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- Official Documentation: Many institutions require official bank statements for loan applications,
visa processes, or audit purposes.

- Record Keeping: Personal users often request statements for their own financial tracking.

- Legal Compliance: Properly drafted requests ensure compliance and reduce the chances of
delays or misunderstandings.

Key Components of a Request Letter for SBH Bank Statement
A professional request letter should include specific information to avoid ambiguity. The main
components are:

- Sender?s Details

- Full Name

- Address

- Contact Number

- Email Address (if applicable)

- Date of Writing the Letter

- Recipient?s Details

- Branch Name and Address
- Bank Manager or Branch Manager Title

- Subject Line

- Clearly states the purpose, e.g., "Request for Bank Statement for Account Number XXXX"

- Salutation

- e.g., "Dear Branch Manager,"” or "Respected Sir/Madam,”



Request For Information From Previous Tutorial Vol. 2026, Issue 7

- Body of the Letter

- Introduction of the request

- Details of the account, including account number and account holder name
- Specific period for which the statement is required

- Reason for requesting the statement (optional but recommended)

- Closing Remarks

- Request for prompt processing
- Thanking the recipient

- Signature

- Handwritten signature (for physical letters)
- Name typed below the signature
- Contact details for verification

Step-by-Step Guide to Writing the Request Letter for SBH Bank
Statement

Follow these steps to ensure your request is complete and professional:

Step 1: Write Your Details

Start by including your complete personal information at the top left corner of the letter.
Step 2: Mention the Date

Write the date on which you are drafting the letter, aligned to the right or left side.

Step 3: Address the Branch

Include the branch name and address to direct your request appropriately.

Step 4: Add a Clear Subject Line
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Make the purpose of the letter immediately clear to the recipient.
Step 5: Use a Proper Salutation
Address the bank manager or relevant authority politely.
Step 6: Compose the Body
- Introduce yourself briefly.
- State the account number and account holder name.
- Specify the period for which you need the bank statement.
- Mention the reason for your request if relevant.
Step 7: End with a Polite Closing
Express gratitude and request prompt action.
Step 8: Sign and Include Contact Details
Sign the letter and provide your contact information for verification or follow-up.
Sample Request Letter Format for SBH Bank Statement
Below is a sample template that you can customize according to your needs:
> Your Name
> Your Address
> City, State, ZIP Code

> Contact Number

> Email Address (if applicable)

> Date: [DD/MM/YYYY]

Vol. 2026, Issue 7
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> To,

> The Branch Manager

> State Bank of Hyderabad

> [Branch Name]

> [Branch Address]

> Subject: Request for Bank Statement for Account No. [Account Number]

> Dear Sir/Madam,

> | am writing to kindly request a bank statement for my savings/current account, numbered
[Account Number], held at your branch. | require the statement covering the period from [Start Date]
to [End Date] for [mention purpose, e.g., loan application, personal records, etc.].

> | would appreciate it if you could process this request at your earliest convenience. Please let me
know if any further information or documentation is needed from my side.

> Thank you for your assistance.

> Sincerely,

> [Your Signature (if submitting a physical copy)]
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> Your Name
> Contact Number

> Email Address

Tips for Writing an Effective Request Letter for SBH Bank Statement

To ensure your request is processed smoothly, consider the following tips:

- Be Clear and Concise: Clearly specify the account details and the period for the statement.

- Use Formal Language: Maintain professionalism throughout the letter.

- Include Relevant Documents: Attach or mention any necessary identification or authorization
documents if required by the bank.

- Follow Up: If you do not receive a response within a reasonable time, follow up with the branch.

- Choose the Right Submission Method: Submit the letter personally, via email, or through postal
mail as per bank policies.

Additional Considerations for SBH Bank Statement Requests
Requesting via Online or Digital Methods
Many banks, including SBH, now offer online services to request bank statements. Check if the

branch provides:

- Online Banking Portal: Log in and download statements directly.
- Email Requests: Send a formal email with scanned copies of identification.
- Mobile Banking Apps: Request statements through official mobile apps.

Documents Typically Required
While a formal request letter is often sufficient, the bank may ask for:
- Valid ID proof (Aadhar, PAN, Passport)

- Account number and details
- Authorization letter (if applicable)
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Processing Time

Bank statements are usually prepared within a specified timeframe, often ranging from 1 to 7 days,
depending on the request method and period requested.

Conclusion

A well-structured request letter for a bank statement from SBH ensures that your request is
understood clearly and processed promptly. By including all necessary details, maintaining
professionalism, and following the proper format, you can facilitate a smooth process. Remember to
customize the template provided to suit your specific needs, and always verify with your branch if
there are additional procedures or documents required. Properly requesting your bank statement not
only helps maintain accurate financial records but also ensures compliance with bank policies and
official standards.

Keywords for SEO Optimization:

- Request letter format for bank statement SBH
- SBH bank statement request template

- How to request bank statement SBH

- SBH bank statement application process

- Sample request letter for bank statement

- Bank statement request letter format

- Official bank statement request letter SBH

- Requesting bank statement online SBH

- SBH branch bank statement request guide

- Writing a request letter for bank statement

Request Letter Format for Bank Statement SBH: A Comprehensive Guide

When it comes to financial documentation, obtaining your bank statement from SBH (State Bank of
Hyderabad) is an essential task for many individuals and businesses. Whether you're applying for a
loan, verifying your transactions, or maintaining records for personal or official purposes, a
well-crafted request letter format for bank statement SBH can streamline the process and ensure
your request is fulfilled promptly and accurately. In this guide, we'll explore everything you need to
know about drafting an effective request letter, including the proper format, essential components,
and tips for ensuring your request is accepted without delay.

Understanding the Importance of a Proper Request Letter
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A request letter for bank statement SBH is a formal document that you send to the bank to ask for a
copy of your account statement for a specific period. Banks, including SBH, typically require a
written request to process your demand, especially if you need the statement in a specific format or
for official purposes. Using the correct format and including all necessary details increases the
likelihood of a swift response and prevents any misunderstandings.

Why You Need an Appropriate Format for Your Request Letter

- Professionalism: A well-structured letter reflects your seriousness and respect for formal
procedures.

- Clarity: Clearly stating your requirements helps the bank understand exactly what you need.

- Legal Validity: Proper formatting ensures your request can serve as a formal legal document if
required.

- Efficiency: Properly formatted requests are processed faster, reducing wait times.

Key Components of a Request Letter for SBH Bank Statement

Before diving into the format, it's essential to understand the components that make up an effective
request letter:

- Sender?s Details: Name, address, contact number, and email (if applicable).

- Date: When the letter is written.

- Recipient?s Details: Branch manager or concerned bank officer with branch address.
- Subject Line: Clear indication of the purpose of the letter.

- Salutation: Formal greeting, e.g., "Dear Sir/Madam."

- Body of the Letter:

- Introduction of the request

- Details of the account (Account number, account holder name)
- Specific period for which the statement is required

- Reason for the request (optional but recommended)

- Closing Statement: Appreciation or polite closing.
- Signature: Your handwritten signature (if submitting a physical copy).
- Enclosures: Any supporting documents, if needed.

Sample Request Letter Format for SBH Bank Statement
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Below is a detailed, professional template that you can adapt to your needs:
[Your Name]
[Your Address]
[City, State, ZIP Code]
[Contact Number]
[Email Address] (if applicable)
Date: [DD/MM/YYYY]
To,
The Branch Manager
State Bank of Hyderabad
[Branch Address]
Subject: Request for Bank Statement for Account Number [XXXXXX]
Dear Sir/Madam,
| am writing to kindly request a copy of my bank statement for my account held with your branch,
with account number [XXXXXX]. | would appreciate it if you could provide the statement covering
the period from [Start Date] to [End Date].
The reason for this request is [briefly mention the purpose, e.g., personal record keeping, loan
application, tax verification, etc.]. If possible, please send the bank statement via [preferred method:
postal mail, email, or collect in person].
For your reference, here are my account details:
- Account Holder Name: [Your Name]

- Account Number: [XXXXXX]
- Branch Name and Address: [Branch Name and Address]
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Please let me know if any further information or documents are required to process my request. |
would appreciate your assistance in providing the statement at your earliest convenience.

Thank you very much for your prompt attention to this matter.
Yours faithfully,

[Your Signature (if submitting a physical copy)]

[Your Name]

Tips for Writing an Effective Request Letter for SBH Bank Statement

- Be Clear and Concise: Clearly specify the account number and the period for which you need
the statement.

- Use Formal Language: Maintain professionalism throughout the letter.

- Include Accurate Details: Double-check all personal and account details to avoid delays.

- State the Purpose (if necessary): Although not always mandatory, mentioning the reason can
sometimes expedite processing.

- Request Multiple Copies if Needed: If you require more than one copy, specify this in your letter.

- Choose the Right Submission Method: Physical submission, email, or online banking (if
applicable) based on the bank?s procedures.

Additional Considerations

How to Submit Your Request

- In-Person: Visit your branch with ID proof and request the statement directly.

- Mail: Send a physical letter to your branch's address.

- Email: Some branches or bank services allow email requests?ensure you send to the correct
email ID.

- Online Banking: If SBH provides an online portal, you may be able to download statements
directly, but if a formal request is needed, follow the official procedures.

Supporting Documents

In some cases, the bank may ask for identity proof or authorization documents, especially if the
request is made by someone other than the account holder.
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Sample Scenarios for Requesting Bank Statements

- Personal Use: Verifying transactions or maintaining records.

- Loan or Mortgage Applications: Providing proof of income or financial standing.
- Tax Filing: Supporting documents for income declaration.

- Legal or Official Proceedings: Submission of bank statements as evidence.

Conclusion

Crafting a well-structured request letter format for bank statement SBH is crucial for obtaining your
financial records efficiently. By adhering to formal standards, including all necessary details, and
communicating clearly, you can ensure that your request is processed smoothly. Remember,
maintaining a professional tone and providing accurate information not only speeds up the process
but also reflects your seriousness and respect for the bank?s procedures.

Whether you?re requesting your statements for personal or official reasons, this comprehensive
guide provides you with the tools to draft an effective request letter that meets your needs. Always
check with your local SBH branch or their official website for any specific procedures or templates
they may recommend.

Disclaimer: This guide is for informational purposes and should be tailored to your specific needs
and circumstances. Always verify the latest procedures and requirements with SBH directly.

QuestionAnswer What is the proper format for a request letter to obtain a bank statement from
SBH? A proper request letter to SBH for a bank statement should include your full name, account
number, address, date, a clear request for the bank statement, and your signature. It should be
formal and concise. Are there any specific details to mention when requesting a bank statement
from SBH? Yes, you should mention your account number, the period for which the statement is
needed, and your contact details to facilitate processing your request efficiently. Can | request a
bank statement via email using a formal request letter format for SBH? Yes, you can draft a formal
request email that follows the standard letter format, including all necessary details, and send it to
SBH?s official email address. What should be included in the subject line when sending a request
letter for SBH bank statement? Use a clear subject line such as 'Request for Bank Statement - [Your
Account Number]' to ensure the purpose of your email or letter is immediately clear. Is a handwritten
request letter acceptable for obtaining a bank statement from SBH? While some banks may accept
handwritten requests, it is generally recommended to submit a typed and signed letter for clarity and
professionalism. How long does it typically take for SBH to process a bank statement request via
letter? Processing times may vary, but usually it takes 2-5 business days after receiving the request.
It?s advisable to check with SBH for specific timelines. Do | need to provide any identification with
my request letter to SBH? Yes, it?s recommended to include a copy of your ID proof or mention your
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identification details in the letter to verify your identity. Is there a fee associated with requesting a
bank statement from SBH, and should this be mentioned in the letter? Some banks charge a fee for
providing printed statements, so it?s good practice to inquire about charges beforehand and
mention payment details if required in the letter. Can | request a bank statement for a specific period
using a request letter format for SBH? Yes, specify the exact date range in your letter to request the
bank statement for that particular period.
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