
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Application for Advance Loan  

I am writing to formally request an advance loan of [amount] to support 

[brief explanation of the purpose, e.g., business expansion, personal 

expenses, etc.].  

I have been a loyal customer of [Company's Name] for [duration of your 

relationship with the company], and I have maintained a [mention any 

relevant account history or relationship]. Due to [explain reasons for 

loan request], I believe this loan will assist me in [explain how the 

loan will benefit you or your business].  

I assure you that I have the capability to repay the loan in a timely 

manner and am willing to provide any additional documentation required 

for your review, including [list any documents you plan to attach, e.g., 

financial statements, business plan, etc.].  

I appreciate your consideration of my application, and I look forward to 

your positive response.  

Thank you for your time and attention.  

Sincerely,  

[Your Name]  

[Your Job Title, if applicable] 


