
[Your Name]  

[Your Position]  

[Your Company]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Request for Letter of Credit  

I hope this message finds you well. I am writing to formally request the 

issuance of a Letter of Credit for [specific transaction or purpose], 

which is crucial for [brief explanation of the importance of the LC].  

Details of the request are as follows:  

- Importer: [Your Company Name]  

- Beneficiary: [Beneficiary Company Name]  

- Amount: [Specify Amount]  

- Description of Goods/Services: [Provide details]  

- Delivery Terms: [Specify terms]  

- Payment Terms: [Specify terms]  

- Expiry Date: [Specify expiry date]  

We have attached all necessary documentation, including [list any 

attached documents], to facilitate this process. Please let us know if 

you require any additional information or documentation.  

Your prompt attention to this request would be greatly appreciated, as it 

will help facilitate the timely execution of our transaction.  

Thank you for your assistance.  

Best regards,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position]  

[Your Company] 


