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Sample Letter of Request Form 137

In the realm of educational documentation in the Philippines, the Form 137 or Transcript of Records
holds significant importance for students and alumni. It serves as an official record of a student's
academic performance, including subjects taken, grades received, and the cumulative information
necessary for further studies or employment applications. When requesting this vital document, a
formal letter of request is often required to ensure clarity, legality, and proper processing by the
school or educational institution.

This article provides a comprehensive guide on creating an effective sample letter of request for
Form 137, including templates, tips for writing, and essential details to include. Whether you are a
student, parent, or representative, understanding how to craft a proper request letter can streamline
the process and help you obtain your Form 137 efficiently.

Understanding the Importance of the Letter of Request for Form 137

Before delving into the sample letter, it's crucial to understand why a formal request letter is
necessary:

- Official Communication: It formally informs the school or university of your intent to request your
academic records.

- Legal Requirement: Some institutions require a written request for record retrieval.

- Documentation Trail: Serves as a record of your request, which can be useful for future
reference.

- Ensures Accuracy: Clarifies details such as the specific records needed, recipient details, and
purpose.

What is Form 137 or Transcript of Records?

Form 137, also known as the Transcript of Records, is an official document issued by educational
institutions in the Philippines. It contains:

- Student?s personal information
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- Academic history

- List of courses taken

- Grades and remarks

- Cumulative Grade Point Average (GPA)
- Date of graduation or last enrollment

Uses of Form 137 include:

- Applying for higher education

- Employment purposes

- Certification of academic achievement
- Transfer to another school or program

Key Elements in a Sample Letter of Request for Form 137

A well-crafted request letter should include the following components:

- Date of the letter

- Recipient's details (Principal, Registrar, or Records Office)

- Applicant's personal details (Full name, student number, date of birth, year/semester graduated)
- Statement of purpose (Why you are requesting the Form 137)

- Specific details about the request (Number of copies, delivery method, etc.)

- Requestor's contact information (Address, phone number, email)

- Signature of the requestor

- Enclosures (if necessary, such as valid ID, payment receipt)

Sample Letter of Request for Form 137

Below is a comprehensive sample template you can adapt for your specific needs:
" plaintext

[Your Name]

[Your Address]

[City, Province, ZIP Code]

[Email Address]
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[Phone Number]
[Date]
The Registrar
[Name of School or Educational Institution]
[School Address]
[City, Province, ZIP Code]
Subject: Request for Issuance of Form 137 / Transcript of Records
Dear Sir/Madam,
| am writing to formally request the issuance of my Form 137, also known as the Transcript of
Records, for the purpose of [state your purpose, e.g., applying for higher education, employment,
transfer, etc.].
| am a former student of [School Name], having graduated in [Year of Graduation] with the student
number [Student Number]. My full name is [Your Full Name], and my date of birth is [Your Date of
Birth].
Please find the necessary details below:
- Full Name: [Your Full Name]
- Year/Grade Level when graduated: [Year/Grade/Level]
- Student Number: [Your Student Number]
- Date of Birth: [Your DOB]

- Course/Program: [Your Course or Program]

| kindly request that the Form 137 be issued in [number of copies] copies and sent to the following
address / or | will personally pick it up at your office.

[Specify the delivery method?mail, pick-up, emalil, etc.]
Enclosed with this letter are copies of my valid ID and proof of payment (if applicable).

Thank you very much for your assistance. Should you require any further information or documents,
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please do not hesitate to contact me at [phone number] or [email address].
Respectfully yours,

[Your Signature]

[Your Printed Name]

Enclosures:

- Valid ID photocopy
- Proof of payment / Official receipt
- Authorization letter (if requested by a representative)

Tips for Writing an Effective Request Letter for Form 137

To ensure your request is processed smoothly, consider these tips:

- Be Clear and Concise: State your purpose and details straightforwardly.

- Use Formal Language: Maintain a respectful and professional tone.

- Include All Necessary Details: Avoid back-and-forth clarifications by providing comprehensive
information.

- Attach Supporting Documents: Such as valid ID, proof of payment, or authorization letters.

- Specify Delivery Method: Clarify whether you prefer pickup, mail, or electronic delivery.

- Follow Up: Contact the school after a few days if you do not receive a response.

Additional Considerations When Requesting Form 137

- Processing Time: Typically ranges from a few days to a week, depending on the school's
procedures.

- Fees: Some institutions may charge a fee for issuing transcripts; inquire beforehand.

- Authorization: If requesting on behalf of someone else, a notarized authorization letter may be
required.

- Validity: Ensure that your personal details are current to avoid discrepancies.

Common Reasons for Requesting Form 137
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Understanding the common purposes can help you tailor your request:

- Applying for Higher Education: Universities often require an official transcript.

- Employment Applications: Employers may request a copy of your academic records.

- Transferring Schools: When moving from one institution to another.

- Certification or Licensing: Certain licenses or certifications may necessitate academic proof.
- Personal Record Keeping: For maintaining an official copy of your academic history.

Conclusion

A sample letter of request for Form 137 is an essential document that facilitates a smooth and
official process of obtaining your academic records. Crafting a clear, respectful, and detailed letter
ensures that your request is understood and processed promptly. Remember to include all
necessary details, attach supporting documents, and specify your preferred method of delivery.

By following the guidelines and utilizing the provided sample template, students and alumni can
efficiently secure their Form 137?a vital document for academic progression, employment, and
personal record-keeping. Properly handling your request not only saves time but also reflects
professionalism, making the process hassle-free.
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- Academic records request letter tips

If you need further assistance or tailored templates, many educational institutions provide specific
forms and guidelines to expedite your request process. Always check your school's official website
or contact their records office for the most accurate and updated procedures.

Sample Letter of Request Form 137: An In-Depth Investigation

In the realm of education documentation in the Philippines, the Sample Letter of Request Form 137
holds significant importance. Often referred to as a "clearance" or "transcript of records," Form 137
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is an official document that encapsulates a student?s academic history and is frequently required for
various administrative or personal purposes. This article endeavors to provide a comprehensive
review of the sample letter of request for Form 137, exploring its purpose, structure, legal
considerations, and practical applications.

Understanding the Significance of Form 137

Form 137, also known as the "Transcript of Records," is an official school record that details a
student's academic performance, including courses taken, grades obtained, and other pertinent
information. It serves multiple roles, including:

- Proof of academic completion or enrollment status

- Requirement for college or employment applications
- Basis for transfer or re-enrollment

- Legal or administrative documentation

The importance of this document has escalated with the increasing mobility of students and the
rising need for formal academic validation abroad or within the Philippines.

The Purpose of a Letter of Request for Form 137

A formal letter of request is the initial step to obtain a copy of Form 137 from the school where the
student studied. It functions as an official communication that:

- Informs the school administration of the request

- Specifies the purpose for which the Form 137 is needed
- Ensures proper authorization and documentation

- Serves as a record of the request process

This letter is often required to be submitted physically, via email, or through online portals,
depending on the school's procedures.

Key Components of a Sample Letter of Request for Form 137

A well-structured request letter must contain several essential elements to be considered valid and
effective. Below are the fundamental parts:

- Sender?s Details
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- Full name

- Address

- Contact number

- Email address (if applicable)

- Date of Writing

- The date when the letter is drafted

- Recipient?s Details

- Name of the school principal or registrar
- School?s official address

- Formal Greeting

- Proper salutation, e.g., "Dear Sir/Madam" or "To Whom It May Concern"

- Body of the Letter

- Clear statement of the request

- Student?s full name and identification details (e.g., student ID)

- Details of the academic years or terms involved

- Purpose for requesting Form 137 (e.g., enroliment, employment, scholarship application)
- Any authorization letters or documents, if required

- Closing Statement

- Expression of gratitude
- Signature of the requester
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- Attachments

- Valid IDs

- Authorization letters (if applicable)
- Payment receipts (if applicable)

Sample Letter of Request for Form 137

Below is a simplified template of a formal request letter:

> [Your Name]

> [Your Address]

> [City, ZIP Code]

> [Contact Number]

> [Email Address]

> [Date]

> The Principal/Registrar

> [School Name]

> [School Address]

> [City, ZIP Code]

> Dear Sir/Madam,

Vol. 2025, Issue 6
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> | am writing to formally request a copy of my Form 137 (Transcript of Records) for the academic
years [Specify Years], as | am in the process of [state purpose, e.g., enrolling in a university].

> My full name is [Your Full Name], and my student ID number is [Your Student ID]. | graduated
from [School Name] in [Year of Graduation].

> Kindly process my request at your earliest convenience. Attached are copies of my valid ID and
any other documents required for verification.

> Thank you very much for your assistance.

> Sincerely,

> [Your Signature]
> [Your Name]

Legal and Administrative Considerations
Obtaining Form 137 is not always straightforward. Several legal and administrative protocols govern
the process:

- Authorization

- If the requester is not the student, a written authorization from the student or parent/guardian
may be necessary.

- Valid Identification
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- Schools require valid IDs to verify the requester's identity.

- Processing Time

- Processing durations vary; some schools require 3-7 working days, while others may take
longer.

- Fees and Payments

- Some institutions charge a fee for issuing official transcripts or Form 137 copies.

- Privacy and Data Security

- Schools must comply with data privacy laws, ensuring that sensitive student information is
protected.

Practical Tips for Requesting Form 137

- Check school policies: Visit the school's official website or contact the registrar?s office for
specific procedures.

- Prepare all necessary documents: IDs, authorization letters, and payment receipts.

- Write a clear and concise letter: Clearly state your purpose and details.

- Follow up: If not received within the expected timeframe, contact the school to follow up.

- Keep copies: Always retain copies of your request letter and receipts.

Common Uses of a Sample Letter of Request for Form 137

Understanding the versatility of the request letter helps in preparing appropriately. Some typical
scenarios include:

- Applying for college or university: Admission offices often require Form 137 for evaluation.
- Employment purposes: Some employers request the transcript to verify educational
background.
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- Local or international scholarships: Scholarship providers may need Form 137 as part of the
eligibility documents.

- Visa applications: For certain countries, official academic records are necessary.

- Legal proceedings: In cases involving legal claims related to education or personal history.

Conclusion: The Critical Role of the Sample Letter of Request

The Sample Letter of Request Form 137 is more than just a formal document; it embodies the
transparency, legality, and professionalism necessary in academic and administrative transactions.
Its clarity and completeness can determine the efficiency of the request process and the speed at
which the document is issued.

For students and alumni alike, mastering the art of composing an effective request letter ensures
smoother transactions and minimizes delays. It also reflects respect for institutional procedures and
legal protocols, safeguarding both the requester and the issuing institution.

In an era where mobility and digital documentation are increasingly prevalent, understanding the
nuances of the request process for Form 137 remains essential. Whether for academic pursuits,
employment, or legal purposes, a well-crafted sample letter of request paves the way for seamless
access to vital educational records.
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QuestionAnswer What is a Sample Letter of Request Form 137? A Sample Letter of Request
Form 137 is a formal document used by students or parents to request a copy of Form 137, which is
the student's academic record or transcript from the school. When should | use a Letter of Request
Form 1377 You should use a Letter of Request Form 137 when you need to formally request your
school or educational institution for your Form 137 for purposes such as transfer, employment, or



sample letter of request form 137 Updated Version Vol. 2025, Issue 6

further studies. What are the key components of a Sample Letter of Request Form 137? Key
components include the date, recipient's address, a formal salutation, a clear request statement,
student's full name and details, reason for request, and a signature. How do | write a polite and
effective request letter for Form 137? Use a respectful tone, clearly state your request, provide
necessary details like your student ID or full name, specify the purpose of the request, and thank the
recipient for their assistance. Can | use a template for my Letter of Request Form 1377? Yes, using a
template can help ensure you include all necessary information and maintain proper formatting,
making your request more professional and easier for the school to process. Is it necessary to
attach supporting documents when requesting Form 1377? It depends on the school's requirements.
Some institutions may ask for a valid ID or authorization letter, so it's best to check with the school
beforehand. How long does it typically take to get Form 137 after submitting the request?
Processing time varies by school but generally ranges from a few days to a week. It's advisable to
inquire directly with the school for specific turnaround times. Where can | find a downloadable
sample Letter of Request Form 137 template? You can find downloadable templates on school
websites, government education portals, or educational resource sites that provide sample forms for
student records requests.

Related keywords: request letter, form 137, school request letter, student record request, official
request letter, educational request form, sample request letter, school document request, letter of
request template, student information form

REQUEST LETTER FORMAT FOR BANK STATEMENT SBH

Request Letter Format for Bank Statement SBH

When it comes to requesting a bank statement from SBH (State Bank of Hyderabad), understanding
the proper format of the request letter is crucial. A well-structured request letter not only increases
the chances of a prompt response but also ensures that your request is taken seriously and
processed efficiently. Whether you need a bank statement for personal, business, or official
purposes, knowing the correct format helps communicate your requirements clearly and
professionally. This article provides a comprehensive guide on the request letter format for bank
statement SBH, including essential sections, tips for writing an effective letter, and sample templates
to assist you.

Understanding the Importance of a Proper Request Letter

Before diving into the format, it's important to recognize why a formal request letter for a bank
statement is necessary:
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- Official Documentation: Many institutions require official bank statements for loan applications,
visa processes, or audit purposes.

- Record Keeping: Personal users often request statements for their own financial tracking.

- Legal Compliance: Properly drafted requests ensure compliance and reduce the chances of
delays or misunderstandings.

Key Components of a Request Letter for SBH Bank Statement
A professional request letter should include specific information to avoid ambiguity. The main
components are:

- Sender?s Details

- Full Name

- Address

- Contact Number

- Email Address (if applicable)

- Date of Writing the Letter

- Recipient?s Details

- Branch Name and Address
- Bank Manager or Branch Manager Title

- Subject Line

- Clearly states the purpose, e.g., "Request for Bank Statement for Account Number XXXX"

- Salutation

- e.g., "Dear Branch Manager,"” or "Respected Sir/Madam,”
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- Body of the Letter

- Introduction of the request

- Details of the account, including account number and account holder name
- Specific period for which the statement is required

- Reason for requesting the statement (optional but recommended)

- Closing Remarks

- Request for prompt processing
- Thanking the recipient

- Signature

- Handwritten signature (for physical letters)
- Name typed below the signature
- Contact details for verification

Step-by-Step Guide to Writing the Request Letter for SBH Bank
Statement

Follow these steps to ensure your request is complete and professional:

Step 1: Write Your Details

Start by including your complete personal information at the top left corner of the letter.
Step 2: Mention the Date

Write the date on which you are drafting the letter, aligned to the right or left side.

Step 3: Address the Branch

Include the branch name and address to direct your request appropriately.

Step 4: Add a Clear Subject Line
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Make the purpose of the letter immediately clear to the recipient.
Step 5: Use a Proper Salutation
Address the bank manager or relevant authority politely.
Step 6: Compose the Body
- Introduce yourself briefly.
- State the account number and account holder name.
- Specify the period for which you need the bank statement.
- Mention the reason for your request if relevant.
Step 7: End with a Polite Closing
Express gratitude and request prompt action.
Step 8: Sign and Include Contact Details
Sign the letter and provide your contact information for verification or follow-up.
Sample Request Letter Format for SBH Bank Statement
Below is a sample template that you can customize according to your needs:
> Your Name
> Your Address
> City, State, ZIP Code

> Contact Number

> Email Address (if applicable)

> Date: [DD/MM/YYYY]

Vol. 2025, Issue 6
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> To,

> The Branch Manager

> State Bank of Hyderabad

> [Branch Name]

> [Branch Address]

> Subject: Request for Bank Statement for Account No. [Account Number]

> Dear Sir/Madam,

> | am writing to kindly request a bank statement for my savings/current account, numbered
[Account Number], held at your branch. | require the statement covering the period from [Start Date]
to [End Date] for [mention purpose, e.g., loan application, personal records, etc.].

> | would appreciate it if you could process this request at your earliest convenience. Please let me
know if any further information or documentation is needed from my side.

> Thank you for your assistance.

> Sincerely,

> [Your Signature (if submitting a physical copy)]
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> Your Name
> Contact Number

> Email Address

Tips for Writing an Effective Request Letter for SBH Bank Statement

To ensure your request is processed smoothly, consider the following tips:

- Be Clear and Concise: Clearly specify the account details and the period for the statement.

- Use Formal Language: Maintain professionalism throughout the letter.

- Include Relevant Documents: Attach or mention any necessary identification or authorization
documents if required by the bank.

- Follow Up: If you do not receive a response within a reasonable time, follow up with the branch.

- Choose the Right Submission Method: Submit the letter personally, via email, or through postal
mail as per bank policies.

Additional Considerations for SBH Bank Statement Requests
Requesting via Online or Digital Methods
Many banks, including SBH, now offer online services to request bank statements. Check if the

branch provides:

- Online Banking Portal: Log in and download statements directly.
- Email Requests: Send a formal email with scanned copies of identification.
- Mobile Banking Apps: Request statements through official mobile apps.

Documents Typically Required
While a formal request letter is often sufficient, the bank may ask for:
- Valid ID proof (Aadhar, PAN, Passport)

- Account number and details
- Authorization letter (if applicable)
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Processing Time

Bank statements are usually prepared within a specified timeframe, often ranging from 1 to 7 days,
depending on the request method and period requested.

Conclusion

A well-structured request letter for a bank statement from SBH ensures that your request is
understood clearly and processed promptly. By including all necessary details, maintaining
professionalism, and following the proper format, you can facilitate a smooth process. Remember to
customize the template provided to suit your specific needs, and always verify with your branch if
there are additional procedures or documents required. Properly requesting your bank statement not
only helps maintain accurate financial records but also ensures compliance with bank policies and
official standards.
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Request Letter Format for Bank Statement SBH: A Comprehensive Guide

When it comes to financial documentation, obtaining your bank statement from SBH (State Bank of
Hyderabad) is an essential task for many individuals and businesses. Whether you're applying for a
loan, verifying your transactions, or maintaining records for personal or official purposes, a
well-crafted request letter format for bank statement SBH can streamline the process and ensure
your request is fulfilled promptly and accurately. In this guide, we'll explore everything you need to
know about drafting an effective request letter, including the proper format, essential components,
and tips for ensuring your request is accepted without delay.

Understanding the Importance of a Proper Request Letter
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A request letter for bank statement SBH is a formal document that you send to the bank to ask for a
copy of your account statement for a specific period. Banks, including SBH, typically require a
written request to process your demand, especially if you need the statement in a specific format or
for official purposes. Using the correct format and including all necessary details increases the
likelihood of a swift response and prevents any misunderstandings.

Why You Need an Appropriate Format for Your Request Letter

- Professionalism: A well-structured letter reflects your seriousness and respect for formal
procedures.

- Clarity: Clearly stating your requirements helps the bank understand exactly what you need.

- Legal Validity: Proper formatting ensures your request can serve as a formal legal document if
required.

- Efficiency: Properly formatted requests are processed faster, reducing wait times.

Key Components of a Request Letter for SBH Bank Statement

Before diving into the format, it's essential to understand the components that make up an effective
request letter:

- Sender?s Details: Name, address, contact number, and email (if applicable).

- Date: When the letter is written.

- Recipient?s Details: Branch manager or concerned bank officer with branch address.
- Subject Line: Clear indication of the purpose of the letter.

- Salutation: Formal greeting, e.g., "Dear Sir/Madam."

- Body of the Letter:

- Introduction of the request

- Details of the account (Account number, account holder name)
- Specific period for which the statement is required

- Reason for the request (optional but recommended)

- Closing Statement: Appreciation or polite closing.
- Signature: Your handwritten signature (if submitting a physical copy).
- Enclosures: Any supporting documents, if needed.

Sample Request Letter Format for SBH Bank Statement
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Below is a detailed, professional template that you can adapt to your needs:
[Your Name]
[Your Address]
[City, State, ZIP Code]
[Contact Number]
[Email Address] (if applicable)
Date: [DD/MM/YYYY]
To,
The Branch Manager
State Bank of Hyderabad
[Branch Address]
Subject: Request for Bank Statement for Account Number [XXXXXX]
Dear Sir/Madam,
| am writing to kindly request a copy of my bank statement for my account held with your branch,
with account number [XXXXXX]. | would appreciate it if you could provide the statement covering
the period from [Start Date] to [End Date].
The reason for this request is [briefly mention the purpose, e.g., personal record keeping, loan
application, tax verification, etc.]. If possible, please send the bank statement via [preferred method:
postal mail, email, or collect in person].
For your reference, here are my account details:
- Account Holder Name: [Your Name]

- Account Number: [XXXXXX]
- Branch Name and Address: [Branch Name and Address]
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Please let me know if any further information or documents are required to process my request. |
would appreciate your assistance in providing the statement at your earliest convenience.

Thank you very much for your prompt attention to this matter.
Yours faithfully,

[Your Signature (if submitting a physical copy)]

[Your Name]

Tips for Writing an Effective Request Letter for SBH Bank Statement

- Be Clear and Concise: Clearly specify the account number and the period for which you need
the statement.

- Use Formal Language: Maintain professionalism throughout the letter.

- Include Accurate Details: Double-check all personal and account details to avoid delays.

- State the Purpose (if necessary): Although not always mandatory, mentioning the reason can
sometimes expedite processing.

- Request Multiple Copies if Needed: If you require more than one copy, specify this in your letter.

- Choose the Right Submission Method: Physical submission, email, or online banking (if
applicable) based on the bank?s procedures.

Additional Considerations

How to Submit Your Request

- In-Person: Visit your branch with ID proof and request the statement directly.

- Mail: Send a physical letter to your branch's address.

- Email: Some branches or bank services allow email requests?ensure you send to the correct
email ID.

- Online Banking: If SBH provides an online portal, you may be able to download statements
directly, but if a formal request is needed, follow the official procedures.

Supporting Documents

In some cases, the bank may ask for identity proof or authorization documents, especially if the
request is made by someone other than the account holder.
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Sample Scenarios for Requesting Bank Statements

- Personal Use: Verifying transactions or maintaining records.

- Loan or Mortgage Applications: Providing proof of income or financial standing.
- Tax Filing: Supporting documents for income declaration.

- Legal or Official Proceedings: Submission of bank statements as evidence.

Conclusion

Crafting a well-structured request letter format for bank statement SBH is crucial for obtaining your
financial records efficiently. By adhering to formal standards, including all necessary details, and
communicating clearly, you can ensure that your request is processed smoothly. Remember,
maintaining a professional tone and providing accurate information not only speeds up the process
but also reflects your seriousness and respect for the bank?s procedures.

Whether you?re requesting your statements for personal or official reasons, this comprehensive
guide provides you with the tools to draft an effective request letter that meets your needs. Always
check with your local SBH branch or their official website for any specific procedures or templates
they may recommend.

Disclaimer: This guide is for informational purposes and should be tailored to your specific needs
and circumstances. Always verify the latest procedures and requirements with SBH directly.

QuestionAnswer What is the proper format for a request letter to obtain a bank statement from
SBH? A proper request letter to SBH for a bank statement should include your full name, account
number, address, date, a clear request for the bank statement, and your signature. It should be
formal and concise. Are there any specific details to mention when requesting a bank statement
from SBH? Yes, you should mention your account number, the period for which the statement is
needed, and your contact details to facilitate processing your request efficiently. Can | request a
bank statement via email using a formal request letter format for SBH? Yes, you can draft a formal
request email that follows the standard letter format, including all necessary details, and send it to
SBH?s official email address. What should be included in the subject line when sending a request
letter for SBH bank statement? Use a clear subject line such as 'Request for Bank Statement - [Your
Account Number]' to ensure the purpose of your email or letter is immediately clear. Is a handwritten
request letter acceptable for obtaining a bank statement from SBH? While some banks may accept
handwritten requests, it is generally recommended to submit a typed and signed letter for clarity and
professionalism. How long does it typically take for SBH to process a bank statement request via
letter? Processing times may vary, but usually it takes 2-5 business days after receiving the request.
It?s advisable to check with SBH for specific timelines. Do | need to provide any identification with
my request letter to SBH? Yes, it?s recommended to include a copy of your ID proof or mention your
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identification details in the letter to verify your identity. Is there a fee associated with requesting a
bank statement from SBH, and should this be mentioned in the letter? Some banks charge a fee for
providing printed statements, so it?s good practice to inquire about charges beforehand and
mention payment details if required in the letter. Can | request a bank statement for a specific period
using a request letter format for SBH? Yes, specify the exact date range in your letter to request the
bank statement for that particular period.

Related keywords: bank statement request letter, sample request letter for bank statement, format
for bank statement request, bank statement application letter, sbh bank statement request, how to
write a request letter for bank statement, bank statement letter template, official request letter for
bank statement, bank statement request email format, sbh bank formal request letter
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