Contact Person Name, Title 
Lending Institution Name
Lending Institution Address

Dear Mr./Mrs. [Address Your Letter to your Lender's Executive Director or CEO],

1st Paragraph (3-5 Sentences)
[Introduce yourself. Describe your financial circumstances, including any veritable financial hardships that have resulted in delinquencies reported on your credit.]
Example: “My name is Lina Thomas, and I recently submitted a commercial loan application with the Minority Business Investment Fund. I am writing this letter to explain how my personal financial hardship over the last 3 years, led to multiple negative remarks on my credit history. In 2018, I was severely injured following a car accident. As a result of not being able to return to work full-time, I have fallen behind on credit card payments and sunk into debt to stay afloat.”

2nd Paragraph (3-5 Sentences)
[Describe the steps taken thus far to remediate your credit and your plans for further resolve to your situation. If you are unable to manage hardships or keep up with your current financial obligations, describe why.]
Example: “During more than a year of physical therapy and rehabilitation following the accident, I significantly reduced my spending. When this still did not afford me the ability to make ends meet, I started Lina's Lash Classes and began using the supplemental income to pay down my debts while I was out of work. Now that Lina's Lash Classes have become more popular, my income has stabilized, and I have begun paying my debts more aggressively with hopes of being debt free in the next 24 months.”

3rd Paragraph (Up to 3 Sentences)
[State how a business loan and relationship with this Lender can help you succeed and say why you think success will be guaranteed if you gain the Lenders approval.]
Example: “I believe a commercial business loan from the Minority Business Investment Fund would allow me to purchase additional equipment and supplies, increase my class capacity, and significantly grow my brand. As a result, I will own a more stable business and reach financial freedom much sooner than expected.”

Enclosure (Limit to description of attachments and a “Thank You” note)
[Make note of attached financial records and other documentation to accompany the statements you’ve provided above. Sincerely thank the Lender for their consideration and invite them to contact you by your preferred method.]
Example: I have attached a copy of the insurance claims following my accident in addition to subsequent medical bills, and proof of payment made to various delinquent balances. I appreciate your time and consideration of my unique circumstances in your decision-making process. I hope to work with you and partner with the Minority Business Investment Fund to make my dream become a reality.

Your Name
Your Business Name
Your Contact Info
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