SAMPLE ACCOUNTANT/CPA INCOME REFERENCE LETTER
Must be prepared on accountant business letterhead

(Need original prior to closing)
Date

TO WHOM IT MAY CONCENR/SIRS/PRESENT
RE: (Borrower’s Name / Company Name

Dear Sirs,
This letter is to confirm that (Borrower’s Name 
is the (Title

) of 
(Company Name).  He/she owns 

% of the company.  The Company is in the business of


 or provides 


services.

The (Borrower’s name) position is

 since (Date

) .  
In 2008, (Borrower’s Name(s) income was $

 U.S. Dollars.

In 2009, (Borrower’s Name(s) income was $

 U.S. Dollars.

The 2010 year-to-date income for (Borrower’s Name(s) was
$

 U.S. Dollars.

The company’s website is www.nameofwebsite.com 

If there is any other information you need please feel free to call upon me.

Truly yours,

BUSINESS NAME

(Signature)
Personal Name

Title

Phone

Email address

Address

Copy of License
SAMPLE BANK REFERENCE LETTER 
From Country of Origin

Must be prepared on Bank Letterhead

Date

TO WHOM IT MAY CONCENR/SIRS/PRESENT
RE: (Borrower(s) Names(s) / Account Number(s)

Dear Sirs,
This letter is to confirm that (Borrower(s) Names(s) has been banking 
with us since (month/year opened account).

He/she has an outstanding banking relationship with our organization. 
(Borrower(s) Name(s)  has a Checking Account Number 


 

with a current balance of $


U.S. Dollars.  and an average 

three month balance of $


U.S. Dollars.

(Borrower(s) Name(s)  has a Savings Account Number 


 

with a current balance of $


U.S. Dollars and an average 

three month balance of $


U.S. Dollars.

(Borrower(s) Name(s)  has a Certificate of Deposit Account Number 


with a current balance of $


U.S. Dollars and an average 

three month balance of $


U.S. Dollars.
Please do not hesitate to contact us if we can be of further assistance.  

Our telephone number is



.

Truly yours,

BANK NAME

(Signature)
Banker's Name

Title
Phone

Address

Email Address

SAMPLE BUSINESS CREDIT REFERENCE LETTERS (2)

Must be prepared on Vendor’s Business letterhead

Date

TO WHOM IT MAY CONCENR/SIRS/PRESENT
Dear Sirs,
This letter is to inform you that (Borrower’s Name / Company Name) 
has been doing business with our organization since (month/year).

All of his/her accounts have been in good standing.

He/she has served us in a highly respectable and professional manner and would strongly recommend him/her in both business and personal situations of any kind to fulfill any financial obligations incurred with your institution.

Truly yours,

BUSINESS NAME

(Signature)
Name

Title

SAMPLE EMPLOYER INCOME REFERENCE LETTER 
(If not Self-Employed)

Must be prepared on your business letterhead

Date

TO WHOM IT MAY CONCENR/SIRS/PRESENT
RE: 
Borrower’s Name

Dear Sirs,

This letter is to inform you that (Borrower’s name) has been employed with (Company Name).  His/her current position is




.

In 2008, (Borrower’s Name) income was $

 U.S. Dollars.

In 2009, (Borrower’s Name) income was $

 U.S. Dollars.

The 2010 Year-to-date income for (Borrower’s Name) was $

 U.S. Dollars.

The Borrower’s annual salary is $

U.S. Dollars.  
Borrower also receives commission of $

U.S. Dollars (if applies.)

(Borrowers Name’s) probability of continued employment is excellent.  

He/she is a valued employee.
If there is any other information you need please feel free to call upon me.

Truly yours,

BUSINESS NAME

(Signature)

Employer Name

Title 
SAMPLE CREDIT CARD REFERENCE LETTERS (2)

Must be prepared on Entity’s Business letterhead

Date

TO WHOM IT MAY CONCENR/SIRS/PRESENT
Dear Sirs,

This letter is to inform you that (Borrower’s Name) has been a credit card holder of our organization since (month/year).   The account number is ___________ and all of his/her accounts have been in good standing.

The credit limit of the account is________

The current balance is_________

The minimum monthly payment is ________

He/she has been a highly respectable client and would strongly recommend him/her to do business of any kind to fulfill any financial obligations incurred with your institution.

Truly yours,

BUSINESS NAME

(Signature)
Name

Title
Phone Number
