Date:
To
[The Recipient]
[Designation]
[Company Name]
Subject: Application for bank account closure
Dear Manager,
You will agree that I have always adhered to the rules and regulations of the bank till now. I am holding a saving account number [X] with your bank. All my business transactions took place through your bank, and I enjoyed my business relations with you. But now I am shifting my company from Michigan to Manhattan. It is impossible for me to operate my account while living outside my home state. Therefore, I am forwarding you a formal request of account closure.
From now onward, do not send me advertisements for your promotions. I have paid the full annual dues of my account and I think my application is enough to close my account. With immediate closure effective from [DATE], I request you not to proceed with any transaction which takes place through my account henceforth. I have attached the checkbook, cards, and passbook with this application.
I know that I have US$ 400 in my account. I want that amount to be transferred to another account number mentioned below. I request you to start the process as early as possible. I would appreciate it if you confirmed my account closure status through return mail. If I am supposed to do anything else in this regard, please let me know at your earliest. I am waiting for your positive response.
Sincerely,
Jackson
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