
Date: [Insert Date] 

[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Your Email]  

[Your Phone Number] 

[Recipient Name]  

[Recipient Position]  

[Recipient Company Name]  

[Recipient Company Address]  

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I wanted to follow up on our recent discussions regarding the 

long-term business loan negotiations. We appreciate the time and effort that you and your team 

have devoted to evaluate our proposal. 

As we discussed, the funding will play a crucial role in helping us achieve [specific goals or 

projects]. We are eager to move forward and would appreciate any updates you can provide 

concerning our application status. 

Thank you for your attention to this matter. I look forward to your response. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company Name] 


