[Name] [Date]

[Street address ,city, state and zip code]

[Subject line with “RE: Mortgage application #7]

[Dear Mr. or Mrs (name of the person requesting information)

(Include explanations for each item requested along with all pertinent details like dates,
amounts etc.)

(Closing acknowledging and understanding for the request for the letter of explanation)

(Let the person know they can call with any questions)]

Sincerely,
Signature Print name
Phone number Co-borrower(s) if applicable

Documents enclosed:
[List of documents]
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