
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Loan Officer's Name]  

[Bank/Financial Institution Name]  

[Bank Address]  

[City, State, Zip Code]  

Dear [Loan Officer's Name],  

I am writing to formally apply for a business loan of [specific amount] 

for my business, [Your Business Name], which is located at [Business 

Address].  

[Briefly describe your business, including the type of products or 

services offered, and any achievements or milestones.]  

The purpose of this loan is to [explain the reason for the loan, e.g., 

expand operations, purchase inventory, etc.]. This funding will allow us 

to [describe how the loan will specifically benefit your business].  

I have enclosed [mention any documents you are enclosing, e.g., business 

plan, financial statements, tax returns, etc.]. I believe these documents 

will provide you with a comprehensive view of our business operations and 

financial health.  

Thank you for considering my application. I look forward to the 

opportunity to discuss this in further detail.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title/Position in the Business] 


