
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Application for Letter of Credit  

I am writing to formally apply for a Letter of Credit (LC) for [briefly 

describe the purpose, e.g., "facilitating a transaction with our 

international supplier"].  

1. **Purpose of the LC**: Clearly state the reason for requesting the LC, 

including details of the transaction.  

2. **Parties Involved**: List the buyer and seller's details, including 

names, addresses, and contact information.  

3. **Amount**: Specify the total amount for the LC.  

4. **Terms and Conditions**: Outline the terms and conditions that should 

be included in the LC.  

5. **Supporting Documentation**: Mention any documents you have attached 

to support your application, such as purchase orders or agreements.  

6. **Expiration Date**: Include the desired validity period of the Letter 

of Credit.  

I appreciate your attention to this request and look forward to your 

prompt response. Should you require any further information or 

clarification, please feel free to contact me.  

Thank you for considering my application.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company Name] 


