[L] Request for Information- Business Financing







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I represent a group of professionals who are starting a [business type] in [location]. Your institution was recommended to me as a possible source for business financing. I’d like to set up a meeting with you to discuss our business and financial plan.

I will call your office next week to set up a meeting. I am enclosing an overview of our business plan, and will make the entire document available to you during our meeting.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Information- Business Loans







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am writing for your assistance in determining that kinds of companies your institution works with for business loans. My business plan and CV have been included for your review, as well as the resumes of my business partners.

I would appreciate comments you care to make concerning ways your organization can provide funding, or, other financial or lending institutions you feel may be better suited to our products.

Thank you in advance for your attention.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Information- Loan New Credit







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Your business has been recommended to me by [referral name] as a potential lending institution geared towards businesses with a new credit record.

I am including our business plan, financial statement and a letter of reference from [referral name]. I will call you on [date] to answer any preliminary questions you may have, and set up a meeting for a more in-depth discussion.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Information- Tax Consultant







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our partnership is seeking a independent consultant to provide us with an analysis of our books and tax returns, as a preliminary step to seek next stage financing.

Your name was given to me by [referral] as someone who can provide an independent audit and to recommend any changes we should consider to our current accounting practices.

If you are accepting new clients at this time, please let me know how we can set up a meeting. Should you not be in a position to take on a new consulting opportunity, or feel that our businesses is not within your core competency, any recommendation you might have would be welcomed.

I look forward to speaking with you soon.

Sincerely,

[Name]

[Title if applicable]

[L]
Request for Information- Small Business Loans






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Please send me any information you have on your institutions lending programs for small businesses. I am the [title] of a [business type] planning to open for business in [location and timeframe]. I am interested in small business loans, credit lines, and any other programs you might offer to attract companies such as mine.

I am enclosing a brief overview of our business plan, and will make the complete document available to you, should you request it. Thank you in advance for your attention to my inquiry.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Meeting-Loan Officer







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Your bank was recommended to me as a potential source for business loans. I have met, briefly with your loan officer to discuss what types of businesses you work with, and I believe we meet the profile of companies to which you tend to grant financing.

I have completed the preliminary application and credit review process, and would like to open accounts with your bank, and discuss in more detail your lending programs. 

My partners and I would like to meet with you in the next week, as your schedule permits. I will call you on Monday to introduce myself, and set up an appointment. I look forward to speaking with you at that time.

Sincerely,

[Name]

[Title if applicable]

[L] Letter seeking Investment Information







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

[Company Name], a registered [Company Type] in [State] is preparing to seek investors for next level financing.  Our organization is in need of your expertise to help us understand what types, and how many investors we may have within the State and Federal guidelines for a business of this type.

Please contact me to set up a meeting at a mutually convenient time. I look forward to hearing from you.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Information- SBA Micro Loan







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I represent the interests of [Company Name] a small business seeking low interest financing of less than $20,000. I would like information and applications for SBA Micro-loans. Please forward the appropriate information to my attention. I look forward to hearing from you.

Sincerely,

[Name]

[Title if applicable]

[L] Home Equity Loan







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Included with this letter is an application for a home equity loan in the amount of [amount]. I am interested in using my home as collateral for my business expansion. I am including the company business and marketing plan, current profit/loss statement and information on the new product line, which will be launched through this round of capital.

I would like to meet with you and your loan committee to discuss my strong credit history and company objectives. I look forward to partnering with [bank/lending institution] to support my business growth.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Information- Equipment Leasing







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our organization plans to open for business in [details] and is interested in your Equipment Leasing programs. Please have a representative contact me to set up a meeting. I am including a brief overview of our business type to assist your leasing representative in understanding our particular needs.

I look forward to hearing from your Company.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Information- Supplier Financing







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our organization plans to open for business in [details] and is interested in securing a line of credit from you. We are interested in considering your company as a key supplier for [type] and would like to discuss your product line and available credit programs. Please have a representative contact me to set up a meeting. I am including a brief overview of our business type to assist your leasing representative in understanding our particular needs.

I look forward to hearing from your Company.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Information- Large Equipment Leasing







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our organization plans to open for business in [details] and is interested in your Large Manufacturing Equipment Leasing programs. Please have a representative contact me to set up a meeting. I am including a brief overview of our business type to assist your leasing representative in understanding our particular needs.

I look forward to hearing from your Company.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Information 7a Loan Program







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

My organization is seeking financing under the SBA 7a Loan Program, and I am writing to you for the required applications.

I am including our business and financial prospectus. I believe you will find that as a For-profit Small Business we have good credit (business and owners) and a history of sufficient cash flow.

If you need additional information to begin your considerations please let me know. I look forward to your favorable response.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Information- Small Business Investment Companies







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

My organization is seeking financing under the SBIC Programs, and I am writing to you for the required applications.

I am including our business and financial prospectus. I believe you will find that as a For-profit Small Business we have good credit (business and owners) and a history of sufficient cash flow.

If you need additional information to begin your considerations please let me know. I look forward to your favorable response. Our company looks forward to joining the membership of the Small Business Investment Companies, (SBIC).

Sincerely,

[Name]

[Title if applicable]

[L] Financing- Angel Capital







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Your consulting company was suggested to me. I would like to speak with you regarding assistance in locating angels, venture capital, investment bankers for both public and private placements.

I am attaching an overview of our company and its products and would appreciate any information you can provide on persons or organizations looking for investment opportunities.

Thank you for your assistance.

Sincerely,

[Name]

[Title if applicable]

[L] Financing- Revolving Line of Credit







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I represent a group of professionals who are starting a [business type] in [location]. Your institution was recommended to me as a possible source a revolving line of credit. I’d like to set up a meeting with you to discuss our business and financial plan.

I will call your office next week to set up a meeting. I am enclosing an overview of our business plan, and will make the entire document available to you during our meeting.

Sincerely,

[Name]

[Title if applicable]

[L] Financing- Loan for Land






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I represent a group of professionals who are starting a [business type] in [location]. Your institution was recommended to me as a possible source for a land loan. I’d like to set up a meeting with you to discuss our business and financial plan.

I will call your office next week to set up a meeting. I am enclosing an overview of our business plan, and will make the entire document available to you during our meeting.

Sincerely,

[Name]

[Title if applicable]

[L] Request for meeting- Installment credit







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I represent a group of professionals who are starting a [business type] in [location]. Your institution was recommended to me as a possible source for installment credit. I’d like to set up a meeting with you to discuss our business and financial plan.

I will call your office next week to set up a meeting. I am enclosing an overview of our business plan, and will make the entire document available to you during our meeting.

Sincerely,

[Name]

[Title if applicable]

[L] Financing-Rural Business Investment







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

My organization is seeking financing under the RBIC Programs, and I am writing to you for the required applications.

I am including our business and financial prospectus. I believe you will find that as we qualify for consideration under the guidelines of the Rural Business Investment Program. We are interested in utilizing your programs to bring additional employment opportunities to our area, through your funding.

If you need additional information to begin your considerations please let me know. I look forward to your favorable response. Our company looks forward to joining the membership of the Rural Business Investment Companies, (RBIC).

Sincerely,

[Name]

[Title if applicable]

[L] Request for Meeting-Small Business Financing







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am interested in learning about the options for small business financing. I’d like to set up a meeting with you to discuss our business and financial plan, and the program you may have which will meet my needs.

I will call your office next week to set up a meeting. I look forward to speaking with you.

Sincerely,

[Name]

[Title if applicable]

[L]
Request for meeting- financing new business venture






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

You name was given to me by [Referral] as someone who would be an excellent resource for understanding options for financing of a new business venture.

I am planning to be in the city during [dates] and would like to make an appointment with you, so that I can show you our business plan, and the CV of our Principals. I am hopeful with that information you will be able to suggest financing options for us.

Thank you in advance for your attention.

Sincerely,

[Name]

[Title if applicable]

[L] Request for meeting-small business financing-2






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Enclosed with this letter you will find a copy of our business plan, financial statement and a letter of reference from [referral name]. Your lending institution has been suggested to me by [referral] as one willing to provide credit to companies who are establishing a credit history.

I would like to meet with you next week, if you are available. I will contact you on Monday to set up a meeting.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Information- Tax Consultant-2







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our company is seeking next level investors, and as we prepare for that opportunity, we are seeking an independent audit of our finance and accounting practices. It is our intention to develop an IPO (Initial Public Offering) in the next 18-24 months, and we want to assure we are using “best practices” in our financial record keeping.

Your name was given to me by [referral] as someone who can provide an independent audit and to recommend any changes we should consider.

Should you not be in a position to take on a new consulting opportunity, or feel that our businesses is not within your core competency, any recommendation you might have would be welcomed.

I look forward to speaking with you soon.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Information- Revolving Line of Credit







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Please send me any information you have on your programs for revolving line of credit for new businesses.

I would be happy to provide you with a copy of our business plan, if you require additional information. Thank you in advance for your attention to my inquiry.

Sincerely,

[Name]

[Title if applicable]

[L]
Financing- Second Level  Financing






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I represent [company name] and our organization is looking for second level financing, so that we can expand our manufacturing capabilities.  I have spoken with your loan officer, informally, and I believe we meet the profile of companies to which you tend to grant financing.

My partners and I would like to meet with you in the next week, as your schedule permits. I look forward to speaking with you at that time.

Sincerely,

[Name]

[Title if applicable]

[L] Financing- Information on Investor Types







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We are a registered [Company Type] in [State] and we are preparing to announce our Initial Public Offering. We are also seeking additional investors and would like to contract your services so that we can understand what type of investors are available, and how many investors we may have within the State and Federal guidelines for a business of this type.

Please contact me to set up a meeting at a mutually convenient time. I look forward to hearing from you.

Sincerely,

[Name]

[Title if applicable]

[L]





[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I represent [Company Name. We are interested in obtaining low interest financing (less than $20,000). I like to learn more about SBA Micro Loans. . Please forward the appropriate information to my attention. I look forward to hearing from you.

Sincerely,

[Name]

[Title if applicable]

[L] 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am interested in using my home as collateral for my business expansion. My company [Name] has been in business since [year]. Our products, [names] are doing very well in national distribution, and we are ready to introduce our next line of products in the year [year]. The line of credit obtained through my collateral will fund the marketing and release of the new product. The research and development phase has been finalized.

I would like to meet with you and your loan committee to discuss my strong credit history and company objectives. I look forward to meeting with you at your earliest opportunity.

Sincerely,

[Name]

[Title if applicable]

[L]
Request for Information- Equipment Leasing-Electronics






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We are interested in learning about your equipment leasing program.  Our company plans to break ground for a new manufacturing facility in [timeframe] and we are interested in leasing  equipment used in producing circuit board assemblies. 

I look forward to hearing from your Company.

Sincerely,

[Name]

[Title if applicable]

[L]





[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

. We are interested in considering your company as a key supplier for components used in electronic circuit board assemblies and would like to discuss your credit programs. I have downloaded your credit application from your website and have included it with this letter.

I look forward to hearing from your Company.

Sincerely,

[Name]

[Title if applicable]

[L] Large equipment leasing-warehouse







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our company is in need of high rise lift trucks and we are interested in your Large Manufacturing Equipment Leasing programs.  We have recently acquired warehousing space in [location] and need lift trucks that can rise to [number] feet and accommodate pallets of [dimensions].

I look forward to hearing from your Company.

Sincerely,

[Name]

[Title if applicable]

[L]Request for Information- 7a Loan program-2






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I have been researching the SBA 7a Loan Program, and would like to receive the required applications for my company.

I believe you will find that as a For-profit Small Business we have good credit (business and owners) and a history of sufficient cash flow.

If you need additional information to begin your considerations please let me know. I look forward to your favorable response.

Sincerely,

[Name]

[Title if applicable]

[L]  Financing-SBIC







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I would like all pertinent applications for the SBIC loan program sent to me.

 
Our company is a “for Profit” business, established in [year] and I believe we meet the criteria for a loan of this type.

We look forward to joining the membership of the Small Business Investment Companies, (SBIC), and will answer any additional questions you might have.

Sincerely,

[Name]

[Title if applicable]

[L] Financing-Angel Capital-2







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

You were referred to me by [name] as a “matchmaker” for companies seeking investors in the high-tech computer industry. I am attaching an overview of our company and its products and would appreciate any information you can provide on persons or organizations that are seeking investment opportunities in our field.

Thank you for your assistance.

Sincerely,

[Name]

[Title if applicable]

[L] Financing- High Tech Industry







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

 You were referred to me by [Name]. He is one of our investors, and mentioned that you have a large referral network of private investors who are looking for start up companies in the high-tech industry.

I am attaching an overview of our company and its products and would appreciate any information you can provide on persons or organizations looking for investment opportunities.

Thank you for your assistance.

Sincerely,

[Name]

[Title if applicable]

[L] Request for meeting-financial advisor







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I’d like to set up a meeting with you to discuss our business and financial plan. My company [name] is ready to expand our manufacturing and warehousing operations and would be interested in your input.

I will call your office next week to set up a meeting. I am enclosing an overview of our business plan, and will make the entire document available to you during our meeting.

Sincerely,

[Name]

[Title if applicable]

[L] Financing-Loan for Land-2







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I represent [Company Name], who are a worldwide manufacturer and marketer of products for the leisure market. We are planning to expand our manufacturing operations and are interested in a large commercial property located at [address].

We would like to discuss expanding our current line of credit so we can purchase this land and break ground on our new plant before the winter. I will call your office next week to set up a meeting. 

Sincerely,

[Name]

[Title if applicable]

[L] Financing- Change of Bank or Lending Institution







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am contacting you on behalf of [Company], located in [city] We are seeking new sources of financing as our current bank has been merged with an international finance group. We feel that as our products are “made in the USA” and marketed for Americans, that we should maintain our financial backing with a US based institution.

I look forward to discussing our financial plan with you.

Sincerely,

[Name]

[Title if applicable]

[L]
Financing-Rural Business Investment-2






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We are interested in learning more about the programs you offer through your Rural Bank Investment Companies. Our company is planning to expand to a full three-shift operation, and this will create a minimum of 75 new employment opportunities in the area. We would like to assure the success of this expansion through investment capital.

Please provide the appropriate applications and information so that we can begin this process. We look forward to your favorable response.

Sincerely,

[Name]

[Title if applicable]

[L] Letter to Bank

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Mr./Ms Last Name]:

I am a long-time member of the [name of bank] and am turning to you first as I seek financing for my startup business. 

Enclosed you will find my business plan which outlines the key information about my business. However, let me point out some things that would be of particular interest to you as you review this plan.

Market: As you will note in the marketing section, the potential market for my product is huge. There is not only a record number of pets in the U.S., but their owners are spending record amounts of money on their pets’ care.

Financials: You will see that I do not need lots of startup capital for this business. I should be able to balance the production of my product quite nicely with sales in order to keep inventory just a notch about “just-in-time” levels.

Please note that the pet industry is not new to me. I have been working at All-Pet for seven years, which is how I noticed this gap in the market.

Please let me know if there is anything else you need to help your decision to lend me the startup capital and six months operating expenses I am requesting. 

I look forward to hearing from you.

Sincerely,

[Your Name]

[Your address if not on letterhead]

[L] Letter to Bank

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Mr./Ms Last Name]:

I am looking forward to speaking with your regarding my request for a loan for my new business. 

Enclosed you will find the information you asked for to further illustrate my point in my business plan about the ultimate potential of such a retail store and just exactly how the franchise works. 

Please let me know if there is anything else you need.

Sincerely,

[Your Name]

[Your address if not on letterhead]

[L] Letter to Private Investor

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Mr./Ms Last Name]:

Enclosed you will find the full business plan for my startup service company, [name]. With people leading busier and busier lives, the service sector in the U.S. has exploded. I have a unique and carefully planned approach to enter that market.

My bank, [name of bank] is willing to lend me the startup capital I need if I can find alternate funding for the operating capital. This funding cannot require payments to begin until the bank’s loan has been paid off, which is in five years. 

I am hoping you will see that this is a valuable business in which to invest. In my twelve years in the same industry, I have proven that I am not afraid of hard work; I know I will work at least as hard for my own business as I have for others.

Please let me know if you have any further questions. 

Sincerely,

[Your Name]

[Your address if not on letterhead]

[L] Letter to Private Investor

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Mr./Ms Last Name]:

I got your name from [name of person], who said you were very helpful when she was starting up her business, [name of business]. I think you will see similar potential in my business as you did in hers.

I have enclosed my complete business plan for your review. I am asking for [amount] to cover startup costs and six months of operating expenses. I believe this is a comfortable amount to ensure that I can start off on the right foot, yet not too high that it represents a considerable risk.

I am happy to discuss whatever repayment schedule you would require. Please let me know if you need any further information. 

I look forward to talking with you.

Sincerely,

[Your Name]

[Your address if not on letterhead]

[L] Letter to Venture Capitalist

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Mr./Ms Last Name]:

My business plan for a manufacturing plant for [name of industry] is enclosed. I appreciate your interest in my project. Some things I would like to point out before we meet next Friday are:

--the building is available for long-term lease beginning in September of next year, which is lease expense is only for four months.

--I am paying up front to have prototypes and molds made. The prototypes are almost done, I may be able to bring one with me on Friday.

--There are places where I could trim back the figures, but this business plan and financial represents what I believe is the best-case scenario for being successful.

I look forward to meeting you.

Sincerely,

[Your Name]

[Your address if not on letterhead]

[L] Letter to Venture Capitalist

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Mr./Ms Last Name]:

The vending machine business is a mature one, but I believe I have a different angle on it that could be very profitable. I am enclosing my business plan, a copy for you and each of your colleagues. I hope you find it intriguing enough to meet with me in the near future.

Use of vending in this manner has been tried but without success. After much research and experimenting, I have fond the key to making it successful. I look forward to talking with you about how you can be part of this exciting venture.

Sincerely,

[Your Name]

[Your address if not on letterhead]

[L] Letter to Family Member

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Uncle/Aunt/Name of sibling/etc.]:

How are Sue and Al? I hope Sue and her family are surviving the Texas heat wave! We had so much fun when we visited them this spring. And I appreciate her mentioning my business to you and your willingness to consider being a financial contributor.

The business plan is enclosed. I have a commitment for the startup costs, but I really need to gather six months worth of operating capital before I quit my job and dive in. It is very exciting and I am anxious to get going now that I am so close!

I am looking for a total of $50,000. I do not expect to get that from one source; in fact, I am thinking ten contributors at $5000 each. And my brother is investing $10,000, so that means I only need to find eight more. I have three already who are foregoing interest in exchange for use of the facility when it is complete. Of course, that wouldn’t help you so I would expect to pay you interest at 5%, which is still higher than CDs and other low-risk investments at this moment.

Let me know what you think of my business plan and if you think you might want to join nine others in being an investor. And please, be sure you and Aunt Jane visit the next time you are out this way.

Sincerely,

[Your Name]

[Your address if not on letterhead]

[L] Letter to Family Member

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Uncle/Aunt/Name of sibling/etc.]:

I enjoyed talking with you last night and am thrilled that you are interested in reviewing my business plan for potentially investing in my business. It is one of those odd things in life, where typical investors don’t want to lend me money for it because I am not asking for enough money! 

I guess ultimately it means I could be starting a bigger business, but I feel like I am being realistic. My idea is great, and I want to do it, but I would like to grow a business modestly.

My business plan says it all, including the numbers, but of course if you have any questions do call! I would intend to have a lawyer draft a formal agreement between us and I would pay interest monthly, quarterly, annually, or whatever we think works best.

Again, thanks [Uncle/Aunt, etc.] for considering this!

Sincerely,

[Your Name]

[Your address if not on letterhead]

[L] Letter to Friend

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Name]:

Thank you so much for expressing interest in investing in my business. I am enclosing two copies of my business plan—one for you and one to bring to your investment club for their review. I appreciate that thought, it is a good one! If they have any interest in my presenting to them I am happy to do that. Of course, I am available to answer any questions as well.

Sincerely,

[Your Name]

[Your address if not on letterhead]

[L] Letter to Friend

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Name]:

I am so glad I ran into you in town the other day. What a coincidence that you have been looking to invest some of your inheritance in a business and I am about to look for an investor for my new business!

I had thought about taking on a working partner to accomplish my goal, but I had to be realistic that this is my idea that I have been percolating for several years, and to share it with a partner would probably be difficult. 

My business plan is almost complete and when it is I will send you a copy immediately. After you have a chance to review it, perhaps we could get together and talk through any questions or other details. I would love to hear your thoughts on my idea for a building, especially with all your experience in commercial real estate.

And if it doesn’t work out, that’s fine too, let’s still plan to get together for dinner once in a while! 

Sincerely,

[Your Name]

[Your address if not on letterhead]

