	


 

Letter – terms of loan

[Date]

[Employee’s name]

[Employee’s address]

Dear [name]

This letter sets out the terms on which the organisation is prepared to advance to you a loan of £[amount] in accordance with your request dated [insert date] for the purpose of [insert reason for loan]:

· The loan will be free of interest and repayable on a [monthly/weekly] basis, commencing on [date] at the rate of £[amount] per [month/week] by way of deduction from your salary. 

· In the event that you leave the organisation's employment for whatever reason before the loan has been repaid in full, you will be required to reimburse the organisation for the outstanding amount of the loan. You agree that any outstanding monies due to the organisation in respect of this loan may be deducted from any sums due to you from the organisation, including (but not limited to) your [final salary/outstanding expenses/outstanding commission/bonus/holiday/enhanced redundancy pay]. 

· If there is still an amount outstanding after making such deductions, or the organisation agrees, on your request, to further time for repayment of the outstanding amount, you agree to make a separate payment to the organisation within [one month] of the termination of your employment. If relevant, the HR department will set out a schedule for repayment of the outstanding amount. 

· The loan may constitute a taxable benefit, in which case you will be responsible for the payment of all tax due.

Please sign and date the attached copy of this letter in acknowledgment of your agreement to the above terms.   Please note that the loan will not be made unless and until a signed copy of this letter is received by [name/job title].

Yours sincerely

[name]

[job title]

Cc file

	To [name of employer]
	 

	I hereby agree to the terms set out in the above copy letter.

	Signed
	 

	Dated
	 


