B Forma—Coa;a;njr .L;euf_..’(ei_'__zéuni(_- Tssue)

B S_ende.r‘;c.jﬁdcﬁéjséj(i_li__ne_s- ‘max - No_ p;,l_nc_’r__u_m‘im_u’r the end)
123, ABC Colony, C_ifty_N_qme_;P_in Cotledissieg:
'Date (Alphanumeric format) T

21 February 2026
'Receiver's Address

Subject: (Short, specif

} Complaini‘_rﬁgﬂ[dingi

ATM transaction].
Salutation: Dear Sir/Madam,
Body Paragraphs (Divide into 3 parts): ; 3
Para 1: Infroduction = State your account details and the purpose of wr
Para 2: The Core Issue > Explain exactly what happened (dates,

amounts, reference numbers). i
Para 3: Action Required = State what you want the bank to do

The_Btangb_qugetFXYZ_Bgnk,_anc}L Ngge_?:i_’&_

ic, and_underlining the core issue)
Issue: e.g., unauthorized deduction / failed

(refund, issue new card, investigate).

Complimeniqq__CJngi_Youns_fqi’fhfull_y_k(__Signa.’rﬁfﬁ
Encl: [List of attached documents, if any]

[Name) [Ybur Name] : g

I W



i) e R—
}* Golden Rules for Mains Exam

: " « Word Limit: S’rrlc’riy adhere to Jrhe gwen limit (usually 150-200 words) -

| Tone_Keep it Formal, Polite, but Firm. Do not use angry or

* Account Holder’s Name i |
» Savings/Current Account Number

. e |
| Transaction ID / Reference Number (You can 1 invent a realistic | |

one like TXN9876543)

;ﬁ Must-Include Details (Boxed for_em_pha_a_s)_- SEN |

e Date and Time of the incident . _ ) |

Key. Phrases fo Use:
« \“T am writing to bring to your atfention...

*|“T request ymﬂﬂmdlv look into this ma’f‘re; at the earliest...

+|“I have attached a copy of my passbook/s’ra’remen’r for your

reference.”

e ——
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Parliament
_ New Delhi

I :
| request y

| Sample Draft (Failed ATM Transaction)

Topic: Write a letter to the Branch Manager of your bank com laining about mon
'deducted from your account but cash nof dispensed by the ATE/L ©

'Examination Hall
‘New Delhi - 110001

21 February 2026

' The Branch Monager,
State Bank of Indig, <

Street Branch,

‘Subject: Complaint regarding deduction of amount for failed ATM transaction.
'Dear Sir/Madam,

|| am writing to bring to your notice an issue regarding a failed ATM transaction linked to e |
_my savings account (Afc No: 3456XXXXXX89) maintained at your branch.

~On 20 February 2026, | attempted to withdraw 5,000 from the SBI ATM located ot
'Connaught Place. The ATM did not dispense the cash, and an error message was displayed
‘on the screen. However, | immediately received an SMS stating that ¥5,0 :

0 has been

debited from my account. The transaction reference number is TXN12345678.

ou to kindly investigate this matter and credit the deducted amount back to

~my account at the earliest. | have attached a copy of my mini-statement and the ATM
~ llerror slipfor your reference.

o .!!.Thun_k you

LT T
_,%;lmj%urmuy = - eI

ncl: et e ]
1. Copy of Mini-statement
2. ATRX Error_ISﬁp. s =

for your prompt assistance.

{ |
|
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| |



