
Date: [Date] 

Applicant Name: [Applicant Name] 

Applicant Address: [Applicant Address] 

Application Reference: [Reference Number] 

Dear [Applicant Name], 

Congratulations. Your application for [Type of Loan/Lease/Service] has been conditionally 

approved. 

Final approval is subject to the successful completion of the following outstanding requirement: 

• Final Verification of Employment: We must confirm your current employment status 

and income directly with your employer, [Employer Name]. 

Our team will attempt to contact your employer to complete this process. If we require further 

documentation from you, such as a recent pay stub or a signed release form, we will notify you 

immediately. 

Please note that this conditional approval is not a final commitment. Any changes to your 

employment status or financial situation before the final closing may affect this decision. 

If you have any questions, please contact [Loan Officer/Agent Name] at [Phone Number] or 

[Email Address]. 

Sincerely, 

[Your Name/Signature] 

[Your Title] 

[Company Name] 


