Sample covering letter to the bank or building society
{insert your business name, if you are not using letterhead paper}


{insert your business address, if you are not using letterhead paper}

{insert the name of the bank or building society}

{insert the address of the bank or building society}

{insert the date}

Your reference: {insert the bank or building society reference number if supplied}

Our reference: {insert your reference number}

Dear {insert either “Sir/Madam” or title and name of the person at the bank or building society}

{insert in bold and capitals the subject of your letter, for example “ACCOUNTS OF MR J SMITH”}
Please find enclosed the {insert one more of the following items as appropriate: financial accounts, management accounts, p&l a/c, balance sheet, cash forecast, budgets, business plan…. etc} of our client, {insert the title and name of client}.

These un-audited accounts have been prepared on the basis of the information and explanations supplied by our client, {insert the title and name of your client}. No independent checks or verifications of the information enclosed have been undertaken by {insert your business name} or by any member of its staff. 

OR 

These accounts have been prepared on the basis of the information and explanations supplied by our client, {insert the title and name of your client} and have been audited by {insert the name of the Registered Auditor} of {insert the address of the Registered Auditor}.

The information enclosed has been provided at the request of our client and is provided on the understanding that it is the sole responsibility of the mortgage lender {or loan company} to satisfy themselves of our client’s, {insert the title and name of your client}, ability to enter into and ability to repay any mortgage or loan. Neither {insert your business name} nor any member of its staff will be responsible for any financial loss or damage or consequential financial loss or damage resulting from any party placing reliance on the information supplied.

Yours {insert either “faithfully” or “sincerely” as appropriate}

{insert your signature}

{type your name}
