To
[Bank Name]
[Address]
[Contact]
Subject: Transfer of funds to new account
Dear Manager,
My name is Joseph, and I am working as an assistant accounts officer in [ABC] pharmaceuticals. I am also an account holder of your bank for the last five years. Through this letter, I want to submit to you my formal request for the transfer of my funds in my newly opened account in another bank named [XYZ], Michigan branch. I have been receiving my salary through this account.
No doubt, the staff in your bank is very cooperative and puts all the efforts to create comfort for the customers. Upon visiting your bank in past, every time I enjoyed the friendly attitude of your staff. But now, for certain reasons, I am shifting with my family to the state of Michigan and it is not possible for me to continue this account because I usually visit the bank for a balance and other banking related queries. Therefore, I have opened a new account in the Michigan branch of [XYZ] bank, and the particulars of this account are as follows.
Account number                    -------------------
Account title                           -------------------
Bank name with branch       -------------------
My account statement of last month is indicating that there is an amount of $[X] in my account right now. Considering my situation, I need to close my account with your bank and before closing this account, I hereby forward my formal request to transfer all the present amount of my account to the new one, particulars of which have been mentioned above. 
With this request, I hope that you will process my request at your earliest and transfer the requested amount to my new account to facilitate me. I am thanking you in anticipation for this favor.
Yours sincerely,
XYZ
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