
Bank Loan Request Letter 
 
When writing a bank loan request letter, you need to clearly state the amount you're 
requesting, the purpose of the loan, your business or personal background, and how you 
plan to repay it. Below is a Sample Bank Loan Request Letter for you to download. 

 
 
[Date] 
 
 
 
Loan Officer's Name 
[Bank Name] 
[Bank Address] 
[City, State, ZIP Code] 
 
Subject: Loan Request for [Purpose of Loan] 
 
Dear [Loan Officer's Name], 
 
I hope this message finds you well. I am writing to formally request a loan from [Bank 
Name] in the amount of [$Amount] for the purpose of [state the purpose, e.g., expanding 
my business, purchasing equipment, home renovation, etc.]. I am confident that this loan 
will help me achieve my objectives and continue to contribute to [your 
business/community]. 
 
I have attached the necessary documentation for your review, including my [business 
financial statements, personal credit report, tax returns, or any other relevant documents]. 
I have a stable income and a strong credit history, and I am committed to ensuring the 
loan is repaid according to the agreed terms. 
 
If you require any further information or documentation to process this request, please 
feel free to contact me at [phone number] or via email at [email address]. 
 
Thank you for considering my loan application. I look forward to discussing this 
opportunity further. 
 
Sincerely, 
[Your Name] 
[Your Title (if applicable)] 
[Your Business Name (if applicable)] 
 


