[Date the letter is drafted]
[Lender's Name]
[Lender's address down to city code]
[Lender's email id, contact details]
Reference: [Letter asking for explanation of reason along with the reference letter of loan request]
Salutations,
This letter is written as a reply to your request for explaining the reason for bad credit on the undersigned's behalf and falling short of scheduled payments on the loan as highlighted in the above-mentioned reference letter. It is to intimate you that the reason for nonpayment is that because (state reason for which you fell short of scheduled payments; hospital admission, any event which consumed your money, any other family emergency or educational payments, etc.).
It is further highlighted that the credit problem has been solved by taking requisite measures within my own means as well as with my bank. I will make all efforts to recover the missed payments and further follow the already chalked out terms with your company. In case of any query, you can even contact my bank {mention name of bank} and ask them about my financial credibility. My recent bank statement is also attached for your reference.
I am looking forward to continuing my loan plan with your company and I am sure this letter explains the reason for my inability to follow the pre-defined terms between us.
Thanking you. 
[Borrower's name]
[Borrower's address, contact and email id]
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