To,
Mr. Henry Fraser
HR manager
White enterprise
Cornwall, England.
Dated: 19th September 20XX
From
Mr. Jack Black
Sales executive
White enterprise
Cornwall, England
Subject: Request to transfer salary in [X] account
Dear Mr. Fraser,
Good day. I am writing to inform you that I have been working as a sales executive for 3 years at the White enterprise and am being paid £3000 per month. Due to some technical issues I have been facing recently, I have decided to close my previous account at the Lloyds bank titled ‘Jack Black Henson’ account number 0793-8379-0292. I contacted the bank to resolve the issue, but they advised me to change my account to a new one as the previous one cannot be restored. The details of my new account are given below
Account title: Jack Black
Account number: 9020-8933-8928
Bank Name: Standard Chartered, Cornwall, England.
I request you to please transfer my next month’s salary to this new account to avoid any inconvenience. In case there is any issue regarding this transfer, please contact me at jackblack@gmail.com so that we can arrange a meeting and discuss this. I look forward to hearing from you. Thank you for your time and consideration.
Yours sincerely,
Jack Black
Signatures.
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