
Inquiry About Employee Loan Repayment Options 

To: [HR Manager's Name] 

From: [Your Name] 

Date: [Current Date] 

Subject: Inquiry Regarding Employee Loan Repayment Options 

Dear [HR Manager's Name], 

I hope this message finds you well. I am writing to inquire about the repayment options available 

for the employee loan I recently obtained from the company. As I prepare my financial plans, I 

would like to understand the various repayment terms, interest rates, and any potential 

consequences of early or late repayment. 

Could you please provide me with detailed information about the following: 

• The available repayment schedules 

• Interest rates applicable to the loan 

• Options for early repayment 

• Penalties for late payments 

Thank you for your assistance. I look forward to your prompt response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


