LETTER TO REQUEST A CREDIT REFERENCE


[DATE]

[YOUR NAME]
[YOUR MAILING ADDRESS]

[RECIPIENT’S NAME OR COMPANY]
[RECIPIENT’S MAILING ADDRESS]

Re: Credit Reference Request

Dear [RECIPIENT’S NAME],

I hope you are doing well. I am writing to ask whether you would be willing to provide a credit reference on my behalf. I am currently applying to [NAME OF COMPANY OR PERSON] for [WHAT YOU ARE APPLYING FOR], and the application requires a reference from someone familiar with my payment history. As such, I believe you would be an ideal reference for me and my application.

[bookmark: Text11]I was your [TENANT/CUSTOMER/BORROWER] from [START DATE] to [END DATE], and I would greatly appreciate a reference from you regarding my payment history during this time. In particular, it would be helpful if the reference could confirm [INFORMATION TO CONFIRM, SUCH AS DATES, PAYMENT HISTORY, AND BALANCE].

If you are willing, please send the reference via [EMAIL/MAIL/FAX] to [EMAIL ADDRESS, MAILING ADDRESS, OR FAX NUMBER] by [DEADLINE]. Other requirements for the reference include [OTHER REQUIREMENTS].

I authorize you to disclose the information requested in this letter to me and to [NAME OF COMPANY OR PERSON] for the purpose of evaluating my application.

[bookmark: Text18][bookmark: Text19]If you have any questions, please do not hesitate to contact me at [PHONE NUMBER] or [EMAIL ADDRESS]. Thank you for your time and consideration.

Sincerely,

Requester’s Signature: ________________________________________________
Print Name: ______________________________
Date: _______________
[image: ]	Page 1 of 1
image1.jpg




