28th August 20XX

Senior Manager
LMX Bank, East London
Respected Mr. Adams Smith,
With due respect, it is stated that Mr. Peter White has been our colleague as an assistant manager for the last three years now. These three years have been enough for him to prove him an honest employee and a dedicated person who has been sincere and loyal with the Alexa Stocks and Securities. He has always been a self-made man and never asked for any financial help or an advance salary. 
However, recent days have been very hard on him as his financial condition has gone distorted. His eldest son is ten years old and is going through a severe as well as rare respiratory disorder, the medication, and check-ups of which have completely drained all the savings he had made.
Mr. White is, hence, in severe need of money these days to meet the expenses of his son’s treatment and medication. He has requested to your bank (LMX Bank) for the loan of 2000 Pound Sterling for the purpose which he aims to payback along with the amount of interest in the time period of as soon as one year. 
For that purpose, the process of loan sanctioning needs your approval and recommendation as the authority rests with you as the senior manager of the bank. It is a humble request to kindly accept his request and let him have the required amount as a loan, sir. He is already drawing a monthly salary of 250 Pounds a month including all the benefits he is being given.
This letter is being posted to you at Mr. White’s request and he assures you that he will not take any further loans from this bank in the future. He has been one of the most reliable employees on board and I assure you that he would act with full loyalty in this case as well and will not harm our company’s reputation. 
In case of requirement of any information regarding him, please feel free to directly contact us in our office. I hope that you will consider the request and will approve to sanction him the loan in due time. Thank you for your time.
With best regards,
Ms. Raisa Samantha
CEO Alexa Stocks and Securities
East London
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