1234, Main Street
Boston, MA 02123

04 April, 2005

<Recipient Address Goes Here>

Hello,

I am writing to request a transfer of funds between accounts. Please transfer <$amount> from my <type of account> account, number <account number>, to my <type of account> account, number <account number>. I would appreciate being provided a receipt for this transaction.

Thank you for your assistance. If you have any questions, please feel free to contact me.

Regards,

Robert Anderson


encl: <List of enclosed items goes here>
