Note: Student files may resemble the example shown below. Variations are also possible.

Today’s Date
Donna Wilson

Citizen's Bank

12300 West Washington Avenue

Los Angeles, CA 90024

Dear Ms. Wilson:

Recently Sandy Simpson and I started Health-e-Meals.com. Health-e-Meals delivers health conscious meals to homes, businesses, and school lunch programs. Customers can order online through our Web site or through our 800 number. Our business has grown rapidly and we are gearing up for major expansion this coming year.

In our most recent month, our revenues reached $20,000 with a gross profit of $7,000. Our revenues have been growing at an annualized rate of 150% for each of the past six months. We anticipate this growth rate to accelerate this coming year to an annualized rate of 200%.

We are interested in establishing a $100,000 credit line with your bank to help finance the expansion of our business. Please send me information on your small business financing programs. Once I receive the information, I will contact you to schedule an appointment.

Sincerely,

Your name

Your title

