
 

© Simply-docs – TR.D&C.01.03 Request Trade Reference 

[Print on Company Letterhead or insert Address] 
 
<<Name of Contact of Referee>> 
<<Referee's Trading/Company Name>>  
<<Address>> 
<<Address>> 
<<Post Code>> 
 
<<Date>> 

 
Strictly Confidential 

 
Dear <<Name of Contact>>, 
 

Re. <<Name of Applicant>> Application for Trade Credit 

 
The above company has requested credit facilities for <<order details & amount>> payable 
<<details of credit period>> and has given us your name for reference purposes. 
 
We would be grateful if you could give your indication of your trading experience with the <<Name 
of Applicant>> and any comments you are able to provide in respect of their suitability for such 
business. 
 
Any information received will be kept in the strictest confidence. 
 
Yours faithfully, 
 
 
 
<<Name & Title>> 
For and on behalf of <<Company Name>> 
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