
Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Company Address] 

[City, State, Zip Code] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company] 

[Recipient Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to request a meeting with you to discuss the 

potential for an executive loan to support [briefly describe the purpose, e.g., our upcoming 

project, new initiatives, etc.]. 

Given the strategic importance of this initiative, I believe it would be beneficial for us to explore 

this opportunity in detail. I would appreciate the chance to meet at your earliest convenience to 

discuss this matter further. 

Please let me know your availability in the coming weeks so we can schedule a time that works 

best for you. 

Thank you for considering my request. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


