
Cheque Book Request Letter Word Format - Template 
 
[Your Name] 
[Your Address] 
[City, State ZIP Code] 
[Date] 
 

[Bank Name]​
[Bank Address]​
[City, State ZIP Code] 

Subject: Request for a New Cheque Book 

Dear Sir/Madam, 

I am a customer of your bank and I have an account [Account Number] with your branch. I am 
writing this letter to request a new cheque book as my current cheque book is about to finish. 

I would appreciate it if you could issue me a new cheque book with [Number of Cheques] 
cheques in it. I have enclosed a copy of my ID card for verification purposes. 

Please let me know if you need any further information from me. I would be grateful if you could 
send the new cheque book to my address mentioned above. 

Thank you for your assistance. 

Sincerely, 

[Your Name] 
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