BUSINESS REFERENCE LETTER TEMPLATE

[DATE]

[RECIPIENT NAME]
[RECIPIENT TITLE]

[RECIPIENT COMPANY NAME]
[RECIPIENT STREET ADDRESS]

[RECIPIENT CITY, STATE, ZIP CODE]

RE: BUSINESS REFERENCE FOR [APPLICANT NAME / BUSINESS NAME]

Dear [RECIPIENT NAME],

This letter serves as a business reference for [APPLICANT NAME / BUSINESS NAME] in connection with [PURPOSE OF REFERENCE, E.G., LEASE APPLICATION, CREDIT APPLICATION, VENDOR AGREEMENT].

1. REFERRING PARTY INFORMATION
1.1 Referring Party Name: [REFERRING PARTY NAME]
1.2 Referring Party Title: [REFERRING PARTY TITLE]
1.3 Referring Party Company: [REFERRING PARTY COMPANY NAME]
1.4 Referring Party Street Address: [REFERRING PARTY STREET ADDRESS]
1.5 Referring Party City, State, ZIP Code: [REFERRING PARTY CITY, STATE, ZIP CODE]
1.6 Referring Party Telephone: [REFERRING PARTY TELEPHONE]
1.7 Referring Party Email: [REFERRING PARTY EMAIL]

2. APPLICANT INFORMATION
2.1 Applicant Name: [APPLICANT NAME]
2.2 Applicant Business Name: [APPLICANT BUSINESS NAME]
2.3 Applicant Street Address: [APPLICANT STREET ADDRESS]
2.4 Applicant City, State, ZIP Code: [APPLICANT CITY, STATE, ZIP CODE]
2.5 Applicant Telephone: [APPLICANT TELEPHONE]
2.6 Applicant Email: [APPLICANT EMAIL]

3. NATURE OF BUSINESS RELATIONSHIP
3.1 Relationship Type: [RELATIONSHIP TYPE, E.G., LANDLORD-TENANT, LENDER-BORROWER, VENDOR-CLIENT, EMPLOYER-EMPLOYEE]
3.2 Relationship Start Date: [RELATIONSHIP START DATE]
3.3 Relationship End Date: [RELATIONSHIP END DATE OR PRESENT]
3.4 Description of Goods or Services Provided: [DESCRIPTION OF GOODS OR SERVICES PROVIDED]
3.5 Description of Goods or Services Received: [DESCRIPTION OF GOODS OR SERVICES RECEIVED]

4. PAYMENT HISTORY
4.1 Payment Terms: [PAYMENT TERMS, E.G., NET 30, MONTHLY, UPON RECEIPT]
4.2 Average Monthly Payment Amount: [AVERAGE MONTHLY PAYMENT AMOUNT]
4.3 Total Amount Paid During Relationship: [TOTAL AMOUNT PAID DURING RELATIONSHIP]
4.4 Number of Late Payments: [NUMBER OF LATE PAYMENTS]
4.5 Number of Missed Payments: [NUMBER OF MISSED PAYMENTS]
4.6 Number of Returned or Bounced Payments: [NUMBER OF RETURNED OR BOUNCED PAYMENTS]
4.7 Current Outstanding Balance: [CURRENT OUTSTANDING BALANCE]
4.8 Payment History Rating: [PAYMENT HISTORY RATING, E.G., EXCELLENT, GOOD, FAIR, POOR]

5. PERFORMANCE AND CONDUCT
5.1 Overall Performance Rating: [OVERALL PERFORMANCE RATING, E.G., EXCELLENT, GOOD, FAIR, POOR]
5.2 Reliability Rating: [RELIABILITY RATING, E.G., EXCELLENT, GOOD, FAIR, POOR]
5.3 Communication Rating: [COMMUNICATION RATING, E.G., EXCELLENT, GOOD, FAIR, POOR]
5.4 Compliance with Agreements: [COMPLIANCE WITH AGREEMENTS, E.G., FULLY COMPLIANT, PARTIALLY COMPLIANT, NON-COMPLIANT]
5.5 Description of Any Disputes or Issues: [DESCRIPTION OF ANY DISPUTES OR ISSUES]
5.6 Resolution of Disputes or Issues: [RESOLUTION OF DISPUTES OR ISSUES]

6. REFERENCE STATEMENT
6.1 The referring party confirms that the information provided in this letter is true and accurate to the best of their knowledge.
6.2 The referring party recommends the applicant for the following: [RECOMMENDATION, E.G., LEASE, CREDIT, VENDOR AGREEMENT, EMPLOYMENT].
6.3 Additional Comments: [ADDITIONAL COMMENTS]

7. AUTHORIZATION AND CONSENT
7.1 Applicant Consent to Release Information: [APPLICANT CONSENT, E.G., YES / NO]
7.2 Date of Applicant Consent: [DATE OF APPLICANT CONSENT]
7.3 Referring Party Authorization to Provide Reference: [REFERRING PARTY AUTHORIZATION, E.G., YES / NO]
7.4 Date of Referring Party Authorization: [DATE OF REFERRING PARTY AUTHORIZATION]

8. CONFIDENTIALITY
8.1 This letter and the information contained herein are provided in confidence and may be used solely for the purpose stated in the RE line above.
8.2 The recipient agrees not to disclose the contents of this letter to any third party without the prior written consent of the referring party, except as required by law.

9. LIMITATION OF LIABILITY
9.1 The referring party provides this reference in good faith and based on their personal knowledge and business records.
9.2 The referring party shall not be held liable for any decisions made by the recipient based on this reference.

10. SIGNATURE
10.1 Referring Party Signature: [REFERRING PARTY SIGNATURE]
10.2 Printed Name: [REFERRING PARTY PRINTED NAME]
10.3 Title: [REFERRING PARTY TITLE]
10.4 Company: [REFERRING PARTY COMPANY NAME]
10.5 Date: [DATE]

11. NOTARY ACKNOWLEDGMENT (IF APPLICABLE)
11.1 State of: [STATE]
11.2 County of: [COUNTY]
11.3 On this [DAY] day of [MONTH], [YEAR], before me, the undersigned notary public, personally appeared [REFERRING PARTY NAME], known to me or proved to me on the basis of satisfactory evidence to be the person whose name is subscribed to the within instrument and acknowledged to me that they executed the same in their authorized capacity.
11.4 Notary Public Signature: [NOTARY PUBLIC SIGNATURE]
11.5 Notary Public Printed Name: [NOTARY PUBLIC PRINTED NAME]
11.6 My Commission Expires: [COMMISSION EXPIRATION DATE]
11.7 Notary Seal: [NOTARY SEAL]


Downloaded from www.printablelegaldoc.com
https://www.printablelegaldoc.com/
