
[Your Company Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Loan Request  

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

loan of [amount] to support [brief description of the purpose, e.g., 

expansion of operations, purchase of equipment, etc.].  

Our firm, [Your Company Name], has been in operation since [year] and has 

achieved [brief overview of achievements, growth, or other relevant 

details]. Despite our success, we require additional funding to [provide 

more detailed reasoning for the loan request].  

The total amount requested is [amount], which will be allocated as 

follows:  

- [Purpose 1: Amount]  

- [Purpose 2: Amount]  

- [Purpose 3: Amount]  

We believe that this investment will significantly enhance our capacity 

and drive profitability, contributing to our continued growth. Attached 

are [any documents you are including, e.g., financial statements, 

business plan, etc.] to support our request.  

We would appreciate the opportunity to discuss this request further and 

explore potential financing arrangements. Please let us know a convenient 

time for us to meet or have a call.  

Thank you for considering our request. We look forward to your positive 

response.  

Warm regards,  

[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Phone Number]  

[Your Email Address]  

[Your Company Website] 


