
[Your Name]  

[Your Position]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Bank or Lending Institution Name]  

[Bank Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Loan Application for [Purpose of Loan]  

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

loan of [amount] for [specific purpose].  

[Briefly describe the purpose of the loan and how it will benefit the 

company, including any relevant financial details or projections.]  

Our company, [Company Name], has been operating for [number] years and 

has maintained a steady growth rate of [percentage or key metrics]. Given 

our current position and the anticipated growth trajectory, we believe 

that this loan will significantly enhance our operations.  

Enclosed with this letter are the following documents:  

- Financial statements for the past [number] years  

- Business plan detailing [specifics about the project]  

- Any additional documentation required  

We appreciate your consideration of our loan application and are hopeful 

for a positive response. Please feel free to contact me directly at [your 

phone number] or [your email address] should you need any further 

information.  

Thank you for your time and attention.  

Sincerely,  

[Your Name]  

[Your Position]  

[Company Name] 


