Sample Letter To Serve Loan Documents To Bank For Execution 


BY FAX/POST

Re: 	Name of Building/Project: [INSERT NAME OF BUILDING/PROJECT]
Property Description:[INSERT PROPERTY DESCRIPTION]
Purchaser: [INSERT PURCHASER]
Developer: [INSERT DEVELOPER]
Vendor: [INSERT VENDOR]
-------------------------------------------------------------------------------------------------------
We refer to the above-said matter.
 
We forward herewith the following documents namely: 
(a) [INSERT DOCUMENT NAME]
(b) [INSERT DOCUMENT NAME]
(c) [INSERT DOCUMENT NAME]
for your execution by using black ink FOUNTAIN pen and NOT black ink BALL POINT pen on the area marked 'X' on page [   ] and thereafter return to the same for our further action.

Meanwhile please furnish us/We hereby enclosed the followings for your safekeeping:
(a) Our Professional Fees amounting to RM [INSERT AMOUNT] enclosed herewith which is self-explanatory; and
(b) [INSERT DETAILS]
(c) [INSERT DETAILS]

 
Your assigned secretary is Ms [INSERT NAME], [INSERT EMAIL] and your solicitor for this matter is [INSERT SOLICITOR] [INSERT HP] [INSERT EMAIL] whereby you can contact us during office hours if you have any additional queries.
Regards, 
[INSERT FIRM NAME]

