
Request for Financial Background Screening 

Date: [Insert Date] 

[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Your Email]  

[Your Phone Number] 

[Recipient Name]  

[Recipient Position]  

[Recipient Company Name]  

[Recipient Company Address]  

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally request a financial background 

screening for [Name of the Individual or Entity] as part of our due diligence process. 

This screening is crucial for us to assess the financial stability and credibility of the applicant, 

ensuring that they align with our company's standards and policies. 

Please let me know the necessary steps to initiate this screening and any information you may 

need from our side to expedite the process. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company Name] 


