Request for relieving date format from File PDF Vol. 2022, Issue 10

Request for relieving date format from File
PDF

Request For Relieving Date Format From

Employee

Request for Relieving Date Format from Employee: A Complete Guide to E?ective
Communication

request for relieving date format from employee is often a crucial aspect of HR
processes and employee exit formalities. When an employee resigns or is transitioning out
of an organization, clarifying the relieving date is essential for smooth handovers, payroll
processing, and documentation purposes. However, the way this request is made and the
format in which the relieving date is communicated can sometimes lead to confusion or
delays. Understanding the best practices around requesting and standardizing the
relieving date format from employees can help organizations maintain clarity and ensure
seamless exit procedures.

In this article, we?ll explore the importance of the relieving date, how to request it
e?ectively, the common formats used, and tips for both employees and employers to
handle this part of the separation process professionally.

Why the Relieving Date Matters in Employee O?boarding

When an employee leaves a company, the relieving date marks the o?cial end of their

tenure. This date is critical for various reasons:
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**Einal Payroll and Bene?ts**: Salaries, bonuses, and bene?ts calculations hinge on
the exact relieving date.

**Legal Compliance**: Some labor laws require precise documentation of an
employee?s exit date.

**Smooth Transition**: Teams and managers rely on this date to plan for
replacements or redistribute responsibilities.

**Experience and Reference Letters**: The relieving date often appears on o?cial
documents, a?ecting future employment veri?cation.

Given its importance, companies need to ensure that the relieving date is clearly
communicated and documented in a standardized format.

Understanding the Request for Relieving Date Format from
Employee

When an employee submits their resignation, HR or the reporting manager usually
requests a con?rmation of the relieving date. This request often comes in the form of a
formal email or letter, asking the employee to specify their last working day or the date
they expect to be relieved.

Common Practices in Requesting the Relieving Date

A typical request might look like:

> Dear [Employee Name],

> Please con?rm your relieving date so we can initiate the exit formalities accordingly.
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While this seems straightforward, issues arise because employees may respond with
di?erent date formats or ambiguous terms like "end of this month" or "next Friday." This
ambiguity can delay processing and lead to misunderstandings.

Why Standardizing the Date Format is Important

Standardizing the date format helps avoid confusion, especially in multinational
organizations or teams where date formats vary (e.g., MM/DD/YYYY vs. DD/MM/YYYY). A
clear, universally accepted format reduces errors in documentation and streamlines
communication.

It?s advisable to specify the preferred date format in the request itself. For example:

> Kindly provide your relieving date in the format DD/MM/YYYY.

This small detail ensures consistency and prevents back-and-forth clari?cations.
Popular Formats for Relieving Date Communication

There are several commonly used date formats globally. Here are the most relevant ones
for o?cial employee communication:

DD/MM/YYYY ? Day, Month, Year (e.g., 25/06/2024). Widely used in Europe,
Asia,

and many other regions.

MM/DD/YYYY ? Month, Day, Year (e.g., 06/25/2024). Common in the United
States.

YYYY-MM-DD ? Year, Month, Day (e.g., 2024-06-25). Often used in formal
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documents and databases due to its clarity and sorting advantages.

Choosing one of these formats and communicating the preference clearly can reduce
confusion, especially when dealing with international teams.

How to Write a Request for Relieving Date Format from

Employee

Crafting a clear and polite request is key to getting the information you need promptly.
Here are some tips and a sample template to help HR professionals or managers:
Tips for an E?ective Request

Be Clear and Speci?c: Mention exactly what you need and why.

Specify the Date Format: To avoid confusion, indicate the preferred date format
2.

explicitly.

Maintain Politeness: Use courteous language to encourage timely responses.
3.

Provide a Deadline: If necessary, ask for the information within a reasonable

4,

timeframe.

O7?er Assistance: Let the employee know they can reach out for any
clari?cations.
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Sample Email Template

> Subject: Request for Con?rmation of Relieving Date

> Dear [Employee Name],

> As part of your exit process, we require con?rmation of your relieving date. Kindly
provide your o?cial last working day in the format DD/MM/YYYY, so that we can proceed
with the necessary formalities including ?nal settlement and issuance of your relieving

letter.

> Please share this information by [speci?c date] to avoid any delays. Should you have

any questions, feel free to reach out.

> Thank you for your cooperation.

> Best regards,
> [Your Name]
> [Your Position]

> [Company Name]
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Common Challenges and How to Overcome Them

While requesting the relieving date might seem straightforward, several challenges can
arise:

Ambiguity in Employee Responses

Employees might reply with vague phrases like ?last week of July? or ?soon.? To handle
this, reiterate the need for a speci?c date in a standardized format. You can also provide
examples to guide them.

Con?icts Between Employee and Employer Expectations

Sometimes the employee?s preferred relieving date may not align with company policies
or project deadlines. In such cases, open communication is vital to negotiate a mutually
acceptable date. Document all agreed changes in writing.

Lack of Awareness About Date Formats

Especially in diverse workplaces, di?erences in date notation can cause mix-ups. Including
a sample date in your request email can minimize errors, such as:

> Please con?rm your relieving date (e.g., 25/06/2024).

Best Practices for Employees When Communicating Their

Relieving Date

Employees also play a critical role in ensuring their relieving date is communicated clearly
and professionally.

Respond Promptly: Timely communication helps the HR team and your
manager
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plan appropriately.

Use the Requested Format: Follow the organization?s preferred date format to
2.

avoid confusion.

Be Clear and Unambiguous: State the exact date rather than phrases like

3.

?middle of next month.?

Con?rm in Writing: Whether via email or formal letter, keep a record of your

4.

communicated relieving date.

Discuss Con?icts Early: If you foresee any delays or issues with your relieving
S.

date, inform your employer promptly.

Technology Tools to Streamline Relieving Date Collection

Many companies now use HR management systems (HRMS) or employee self-service

portals to simplify o?boarding processes. These platforms often have built-in forms where
employees enter their relieving date in a standardized format, which reduces manual

follow-ups and errors.

Using such digital tools can:

Automate reminders for employees to con?rm their relieving date.
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Ensure the data is captured consistently and stored securely.

Integrate with payroll and exit clearance systems for seamless processing.

For organizations still relying on emails and manual forms, setting clear templates and
instructions remains crucial.

Final Thoughts on the Request for Relieving Date Format from
Employee

Requesting the relieving date from employees might seem like a routine task, but the way
it is handled can signi?cantly impact the exit process. Clear communication, specifying
the desired date format, and timely follow-ups can prevent confusion and delays. Both HR
teams and employees bene?t from adopting standardized formats and respectful, prompt
communication.

By paying attention to these details, companies build professionalism and trust, making
the transition smoother for everyone involved. Whether you are an HR professional
drafting the request or an employee responding to it, understanding the nuances of the
relieving date format can save time and avoid unnecessary complications during
o?boarding.

Question
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Answer

What is a relieving date in an

employee's resignation process?

The relieving date is the o?cial last working day of an
employee in an organization, after which they are
formally released from their duties and
responsibilities.

How should an employee format

a request for relieving date?

An employee should format the request
professionally, clearly mentioning their intended last
working day, reason for leaving, and a polite request

for con?rmation. Including the date in a standard

format like DD/MM/YYYY or YYYY-MM-DD is advisable.

Can an employee request a

speci?c relieving date in their

resignation letter?

Yes, employees can request a speci?c relieving date,
but it is subject to approval by the employer based on
notice period, handover completion, and company

policies.

Vol. 2022, Issue 10
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What are common formats for

writing the relieving date in

o?cial communications?

Common formats include DD/MM/YYYY (e.g.,
25/06/2024), MM/DD/YYYY (e.g., 06/25/2024), and ISO
format YYYY-MM-DD (e.g., 2024-06-25). Using a clear
and unambiguous format is important to avoid
confusion.

How to follow up if the relieving

date is not communicated after

submitting a request?

Employees should send a polite follow-up email or
request a meeting with HR or their manager to get
clarity on the con?rmed relieving date to ensure
smooth exit formalities.

Is it necessary to mention the

relieving date format while

requesting it from an employee?

Yes, specifying the preferred date format in

communications can help avoid misunderstandings

Vol. 2022, Issue 10
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and ensure uniformity in o?cial records.

Request for Relieving Date Format from Employee: A Professional Guide

request for relieving date format from employee is a critical aspect of human
resource management and employee o?boarding processes. As organizations aim to
maintain clarity and consistency in their documentation, the speci?c format in which
employees submit their relieving date can signi?cantly impact administrative e?ciency,
payroll processing, and legal compliance. This article delves deep into the nuances of
requesting and standardizing the relieving date format from employees, exploring
industry practices, challenges, and best approaches to streamline this essential
communication.

Understanding the Importance of the Relieving Date Format

The relieving date marks the o?cial end of an employee?s tenure with an organization. It
serves not only as a formal record for HR departments but also as a reference point for
?nal settlements, exit formalities, and future employment veri?cation. However,
discrepancies or ambiguities in the format of the relieving date can lead to confusion,
delays, and potential disputes between employers and employees.

When companies request the relieving date from an employee, the format in which this
date is presented plays a pivotal role. For instance, variations such as ?12/10/2023? can
be interpreted di?erently depending on the regional date format?whether it?s
day/month/year or month/day/year. Such inconsistencies can cause misunderstandings,

especially in multinational organizations or when dealing with employees from diverse
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cultural backgrounds.
Common Date Formats in Employee Communication
Typically, the most recognized date formats used globally include:

DD/MM/YYYY ? Common in many countries outside the United States, such as

India, the UK, and Australia.

MM/DD/YYYY ? Predominantly used in the United States.

2.

YYYY-MM-DD ? The ISO 8601 standard, gaining popularity for its clarity and
3.

unambiguity.

While each format has its own merits, the ISO 8601 format is often recommended in
professional communication due to its universal comprehensibility and ease of sorting in
databases.

Challenges in Requesting Relieving Date Format from Employees
Requesting the relieving date from employees may seem straightforward, but it often
involves several challenges:

1. Lack of Standardization Across Departments

Di?erent departments may have varying preferences or protocols for date formats, which

can confuse employees. For example, the HR team might expect dates in the 1ISO format,
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while the ?nance department might be accustomed to the DD/MM/YYYY style.

2. Employee Awareness and Compliance

Employees sometimes overlook the speci?ed format or misunderstand instructions,
especially in the absence of clear communication. This can result in inconsistent data
entries, complicating the o?boarding process.

3. Technological Limitations

Some legacy HR systems or payroll software may not support multiple date formats,
necessitating a uniform approach. In such cases, incorrect formats can lead to errors in
data processing or even system rejections.

Best Practices for Requesting and Standardizing Relieving Date
Format

To overcome these challenges and ensure clarity, organizations can adopt several best
practices when requesting a relieving date format from employees:

Clear Communication in O?cial Correspondence

Whether the request is made through an email, resignation acceptance letter, or exit
interview documentation, explicitly stating the preferred date format helps reduce
ambiguity. For example:

?Please provide your relieving date in the format YYYY-MM-DD (e.g., 2024-06-15).?
Use of Templates and Forms

Employing standardized exit forms with prede?ned date ?elds can guide employees to

provide the relieving date correctly. Digital forms with drop-down calendars further
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minimize manual errors.

Training and Awareness

Educating employees during onboarding about documentation standards, including date
formats, can foster better compliance throughout their employment lifecycle.
Comparing Date Format Requests: Manual vs. Automated
Approaches

Organizations face a choice between manual and automated methods for collecting
relieving dates:

Manual Requests: Involve direct communication through emails or verbal
means.

While ?exible, manual methods risk inconsistencies and delays.

Automated Systems: Use HR management software that prompts employees to
2.

enter dates in a speci?ed format, often with validation checks. This reduces errors

and facilitates smoother data integration.

Adopting automated solutions aligns with digital transformation trends, improving

accuracy and e?ciency in employee exit processes.

Legal and Compliance Considerations

The relieving date is not just an administrative detail but a legal marker de?ning

employment duration. Incorrect or ambiguous dates can impact statutory bene?ts, notice
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period enforcement, and dispute resolution. Hence, ensuring the format is clear and
veri?able protects both employer and employee interests.

Impact of Relieving Date Format on Payroll and Bene?ts

Payroll calculations for ?nal settlements often depend on the precise relieving date. Any
ambiguity can delay salary disbursement, tax computations, or bene?t adjustments.
Similarly, bene?ts such as gratuity, provident fund, and insurance claims require accurate
date documentation.

By requesting the relieving date in a consistent format, HR departments can synchronize
records across various systems, reducing reconciliation issues and enhancing employee
experience during o?boarding.

International Organizations and Multicultural Dynamics

In global companies, the diversity of date formats can be a signi?cant hurdle. Employees
from di?erent regions may default to their local conventions, leading to misinterpretation.
Setting a universal format, like ISO 8601, and educating sta? on its usage mitigates this
risk.

Conclusion

The practice of requesting a relieving date format from employees is more than a routine
administrative task; it is a critical factor in?uencing operational e?ciency, legal
compliance, and employee relations. Organizations that prioritize clarity, standardization,

and communication in this process are better positioned to manage seamless o?boarding
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experiences. As businesses increasingly embrace technology and globalization, adopting
universally recognized date formats and automated collection methods will become
essential in maintaining professional HR standards and fostering trust with departing
employees.

employee relieving date request, relieving date format, employee exit date format,
resignation relieving letter format, employee separation date request, relieving date
con?rmation, resignation date format, employee o?boarding date, relieving letter date

format, employee resignation timeline

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:

- 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.
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- 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,"

- Body of the Letter
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- 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

Make the purpose of the letter immediately clear to the recipient.
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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]

>To,

Vol. 2022, Issue 10
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> 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)

Processing Time
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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
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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

Below is a detailed, professional template that you can adapt 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 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]

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.
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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.

Sample Scenarios for Requesting Bank Statements
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- 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
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
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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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