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Sample Letter of Request Delay Interview: How to Politely Ask for Rescheduling

sample letter of request delay interview is an essential tool for job seekers who
?nd

themselves in a situation where they need to postpone an interview. Whether due to
unforeseen circumstances, illness, or scheduling con?icts, it's important to communicate
professionally and courteously when requesting a delay. Crafting the right message not
only re?ects your professionalism but also helps maintain a positive impression with
potential employers.

In this article, we'll explore the best practices for writing a sample letter of request delay
interview, share tips on what to include, and provide examples to guide you through the
process. Understanding how to navigate these situations can ease stress and increase
your chances of securing the interview at a more convenient time.

Why You Might Need a Sample Letter of Request Delay Interview

Life is unpredictable, and sometimes, despite your best e?orts, you may need to ask for
an interview to be rescheduled. Common reasons include:

Sudden illness or medical emergencies

Family obligations or personal matters
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Overlapping schedules with other commitments

Travel delays or transportation issues

Technical di?culties, especially for virtual interviews

In all these cases, sending a well-crafted request can demonstrate respect for the
interviewer's time and your own professionalism.

Key Elements to Include in Your Request Letter

When writing a letter or email to request a delay in your interview, certain components
are crucial to ensure clarity and politeness. Here?s what to keep in mind:

1. Subject Line or Heading

If you're sending an email, the subject line should be clear and concise. For example:
Request to Reschedule Interview ? [Your Name]

Interview Delay Request for [Position Name]

This immediately informs the recipient of the purpose of your message.

2. Polite Greeting

Start with a respectful salutation such as:

Dear [Interviewer?s Name],

Hello [Hiring Manager?s Name],

If you do not know the name, ?Dear Hiring Team? works as well.

3. Clear Statement of the Request

Be direct yet courteous about your need to delay the interview. For example:

"l am writing to kindly request a rescheduling of my interview originally set for [date/time]
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due to [reason].”

4. Brief Explanation (Optional)

O?ering a simple explanation helps the interviewer understand your situation without
oversharing:

"Unfortunately, | am unwell and would not be able to perform at my best."

or

"Due to an unexpected family commitment, | am unable to attend the interview at the
scheduled time."

5. Suggest Alternative Dates or Times

Proposing a few alternative options shows you are proactive and eager to participate:
"I would be grateful if we could reschedule to any of the following dates: [list dates]."
6. Appreciation and Closing

Express gratitude for their understanding:

"Thank you very much for your consideration. | look forward to speaking with you soon."
End with a professional closing such as:

Sincerely,

Best regards,

Followed by your full name and contact information.

Sample Letter of Request Delay Interview

To help you visualize, here is a sample letter you might use or adapt:



sample letter of request delay interview Latest Edition Vol. 2024, Issue 12

Dear Ms. Johnson,

| hope this message ?nds you well. | am writing to respectfully request a delay in my
interview scheduled for Thursday, March 10th, at 2:00 PM for the Marketing Coordinator
position.

Due to an unforeseen medical appointment that | must attend, | am unable to participate
at the originally planned time. | apologize for any inconvenience this may cause.

If possible, | would appreciate the opportunity to reschedule the interview to one of the
following dates: March 12th or March 15th, at any time convenient for you.

Thank you for your understanding and consideration. Please let me know if an alternative
date works or if there are other suitable options.

Best regards,

Emily Carter

emily.carter@email.com

(555) 123-4567

This example is polite, professional, and concise, which makes it an e?ective request
letter.

Tips for Writing an E?ective Delay Request

While the sample letter provides a good foundation, here are some additional tips to
enhance your communication:

Be Prompt

Notify the interviewer as soon as you know you need to reschedule. Early communication
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demonstrates respect for their time and allows for easier rearrangement.

Keep It Professional

Avoid overly casual language or slang. Maintain a tone that re?ects your seriousness
about the opportunity.

Be Honest but Brief

You don?t need to go into great detail about your reason for delay. A simple, truthful
explanation su?ces.

Express Enthusiasm

Rea?rm your interest in the position to reassure the employer that you remain
committed.

Use the Appropriate Medium

If the interview was scheduled via email, respond the same way. For phone or in-person
scheduling, an email or formal letter is often preferred unless otherwise speci?ed.
Common Mistakes to Avoid When Requesting an Interview Delay
Requesting a delay might seem straightforward, but certain pitfalls can negatively impact
the employer?s perception of you:

Waiting Too Long: Delaying your request until the last minute can
inconvenience

the interviewer and reduce your chances of rescheduling.

Being Vague: Not stating your reason at all might seem unprofessional or
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suspicious.

Failing to O?er Alternatives: Leaving the interviewer to arrange a new time

3.

without your input can create unnecessary back-and-forth.

Using Informal Language: Overly casual tone or texting language can damage
4,

your professional image.

Not Con?rming New Schedule: After agreeing on a new date, always con?rm in
S.

writing to avoid misunderstandings.

When Is It Appropriate to Request a Delay?

Knowing when to ask for a delay is as important as how to ask. Consider these scenarios

as valid reasons:

Unexpected personal emergencies

Sudden illness

Con?icts with prior professional commitments

Technical problems with online interview platforms

Unavoidable travel delays

However, avoid requesting delays for trivial reasons or simply due to nervousness.
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Preparation and commitment are key traits interviewers seek.

Using a Sample Letter of Request Delay Interview for Di?erent
Interview Types

Whether your interview is in-person, over the phone, or via video call, the principles of
requesting a delay remain similar. However, the medium of communication and tone
might slightly vary.

In-Person Interviews

A formal email or written letter is appropriate. If the interview is very soon, a polite phone
call followed by an email con?rmation can be e?ective.

Phone Interviews

Since these are usually less formal, an email or message might su?ce, but maintain
professionalism.

Virtual Interviews

Given the reliance on technology, technical issues are common reasons to reschedule.
Clearly explain the problem and propose alternatives.

Final Thoughts on Crafting Your Letter

Using a sample letter of request delay interview helps you approach this delicate situation
with con?dence. Remember, the goal is to communicate your need clearly, maintain
professionalism, and show respect for the interviewer?s time. By doing so, you preserve
your chances of making a great impression and progressing in the hiring process.

Being proactive and courteous in your communication re?ects well on your character and
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can set a positive tone for your upcoming interview ? whenever it takes place.

Question

Answer

What is a sample letter of

request to delay an

interview?

A sample letter of request to delay an interview is a formal
written communication in which a candidate politely asks
the interviewer or HR department to reschedule or postpone
the originally planned interview date due to valid reasons.
How should I structure a

letter requesting to delay

my interview?

A letter requesting to delay an interview should include a
polite greeting, a clear statement of the request to
reschedule, a brief explanation of the reason for the delay,
an expression of continued interest in the position, and a
courteous closing.

Can you provide an

example sentence to

Vol. 2024, Issue 12
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request an interview

delay?

Sure. For example: 'l kindly request to reschedule my

interview originally set for June 10th due to unforeseen

personal circumstances.'

What are common valid

reasons to request a

delay in an interview?

Common valid reasons include iliness, family emergencies,

scheduling con?icts, transportation issues, or any

unforeseen circumstances that would prevent the candidate

from attending the interview as planned.

Is it acceptable to request

an interview delay via

email?

Yes, it is perfectly acceptable to request an interview delay

via email, provided the message is professional, polite, and

sent as soon as the need for rescheduling is known.

How far in advance

should | send a letter to

request an interview

Vol. 2024, Issue 12
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delay?

You should send the request as soon as possible, ideally at

least 24 to 48 hours before the scheduled interview, to give

the interviewer ample time to accommodate the change.

Sample Letter of Request Delay Interview: A Professional Guide to E?ective
Communication

sample letter of request delay interview is an essential tool for candidates who,
due

to unforeseen circumstances, need to reschedule or postpone their interview
appointments. In today?s competitive job market, timely communication can di?erentiate
a professional candidate from an unprepared one. Understanding how to craft a polite,
clear, and e?ective letter requesting a delay or rescheduling of an interview is crucial for
maintaining professionalism and preserving opportunities.

This article explores the nuances of writing a sample letter of request delay interview,
emphasizing its importance, structure, tone, and best practices. Additionally, it examines
the bene?ts and potential pitfalls of requesting delays and o?ers practical examples to
guide applicants in various situations.

The Importance of a Sample Letter of Request Delay Interview
Requesting an interview delay is not uncommon. Candidates may face emergencies,
health issues, scheduling con?icts, or other legitimate reasons that prevent them from

attending the interview at the scheduled time. However, the manner in which this request
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is communicated can signi?cantly impact the interviewer?s perception.

A well-written letter demonstrates respect for the interviewer?s time, shows
professionalism, and keeps the communication channel open. Conversely, a poorly
articulated or last-minute request can create a negative impression, potentially harming
the candidate?s chances.

Using a sample letter of request delay interview as a guide helps candidates frame their
requests appropriately. It ensures clarity, conciseness, and courtesy, which are all vital
components in professional correspondence.

Key Elements of an E?ective Request Letter

An e?ective sample letter of request delay interview typically includes several essential
components:

Clear Subject Line: The subject should immediately convey the purpose, such
as

?Request to Reschedule Interview.?

Polite Greeting: Address the interviewer or hiring manager respectfully.

2.

Reason for Delay: Provide a brief but honest explanation without unnecessary
3.

detail.

Request for New Date/Time: Suggest alternative dates or express ?exibility.
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Apology and Gratitude: Acknowledge any inconvenience caused and thank the
5.

interviewer for their understanding.

Professional Closing: End with an appropriate sign-o? and contact information.
6.

These elements ensure that the letter is professional and increases the likelihood of a

positive response.

Crafting the Tone and Language

Tone plays a pivotal role in how the request is received. The language should be formal

yet warm, re?ecting both respect and sincerity. Overly casual language may undermine
professionalism, while too rigid a tone might seem insincere.

For instance, phrases like ?1 regret to inform you? or ?Due to unforeseen circumstances?

maintain formality while expressing the situation tactfully. Avoiding overly technical

jargon or excessive emotional language is advisable.

Furthermore, brevity is bene?cial. Interviewers often have busy schedules, so keeping the

letter concise yet informative respects their time. A typical letter should not exceed

150-200 words.

Examples of Sample Letter of Request Delay Interview

To illustrate, here is a practical example demonstrating the tone and structure:
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Subject: Request to Reschedule Interview Scheduled for March 10th

Dear [Interviewer?s Name],

| hope this message ?nds you well. Due to an unexpected medical appointment, | kindly
request to reschedule my interview originally set for March 10th. | apologize for any
inconvenience this may cause and am available on March 12th or 13th if these dates suit
your schedule.

Thank you for your understanding and consideration. | look forward to the opportunity to
discuss my quali?cations with you.

Best regards,

[Your Name]

[Your Contact Information]

This sample letter of request delay interview balances professionalism with
personalization, enhancing the candidate?s image.

When and How to Send the Request

Timing is critical when requesting an interview delay. Ideally, candidates should notify the
interviewer as soon as they become aware of the con?ict. Early communication
demonstrates responsibility and respect.

The preferred medium is usually email, given its immediacy and formality. However, in
some cases, a phone call followed by written con?rmation may be appropriate, especially
if time is limited.

It?s also important to con?rm the receipt of the request and follow up if there is no
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response within a reasonable timeframe (typically 24-48 hours).
Pros and Cons of Requesting an Interview Delay

Pros:

Allows candidates to prepare better or resolve con?icts.

Demonstrates professionalism and respect for the employer?s schedule.

Helps avoid attending an interview under unfavorable conditions.

3.

cons:

May cause inconvenience to the interviewer or hiring team.

Risk of appearing uncommitted if not handled properly.

Some organizations may have rigid schedules and may not accommodate

3.

changes.

Being mindful of these factors helps candidates weigh the decision and approach the

Vol. 2024, Issue 12
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request accordingly.

Contextual Variations in Sample Letters

The content and tone of a sample letter of request delay interview may vary depending on
context:

For Medical Emergencies: Emphasize urgency and necessity while maintaining

professionalism.

For Scheduling Con?icts: Highlight willingness to accommodate alternative

times.

For Technical Issues (e.g., online interview): Explain the problem brie?y and
3.

propose solutions or new timings.

Tailoring the letter according to the situation enhances authenticity and increases the

chances of a favorable response.

Tips for Maintaining Professionalism in Delay Requests

Avoid Last-Minute Requests: Whenever possible, inform the interviewer well

ahead of time.

Be Honest: Transparency fosters trust.

2.
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Express Appreciation: Thank the interviewer for their time and understanding.
3.

Follow Up: Con?rm rescheduling details promptly once agreed upon.
4.

These practices contribute to a positive professional image and may even strengthen the
candidate?s rapport with the employer.

In summary, a sample letter of request delay interview is more than a simple formality; it
is a strategic communication tool that, when crafted correctly, safeguards a candidate?s
professional image and keeps doors open for future opportunities. Thoughtful language,
timely delivery, and respectful tone are the pillars of an e?ective request letter, ensuring
that unforeseen circumstances do not derail a promising career path.

request letter for interview delay, interview postponement letter sample, letter to
reschedule interview, delay interview request format, interview delay email template,
reschedule interview due to delay, sample email for interview delay, how to request
interview delay, postpone job interview letter, interview rescheduling request letter

sample

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
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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:

- 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
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- 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,"

- 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



sample letter of request delay interview Latest Edition Vol. 2024, Issue 12

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
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:
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> 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 Name]

> [Branch Address]

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

> Dear Sir/Madam,

Vol. 2024, Issue 12

> | 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.].
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> | 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)]

> 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
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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)

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.
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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

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.



sample letter of request delay interview Latest Edition

- 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

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]

Vol. 2024, Issue 12
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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]

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.
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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.

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.
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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
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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