
**Template for LC Application Letter** 

[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Bank/Financial Institution Name]  

[Bank Address]  

[City, State, ZIP Code]  

Subject: Application for Letter of Credit  

Dear [Recipient's Name],  

I am writing to formally request the issuance of a Letter of Credit (LC) 

for [briefly state the purpose, e.g., a transaction with a supplier].  

**1. Details of the Transaction**  

- **Buyer Name**: [Your Company Name]  

- **Seller Name**: [Supplier's Company Name]  

- **Transaction Amount**: [Amount]  

- **Description of Goods/Services**: [Brief description]  

- **Delivery Date**: [Expected delivery date]  

**2. Terms and Conditions**  

I would like the LC to include the following terms:  

- [List specific terms, e.g., shipping terms, payment terms]  

**3. Documentation Requirements**  

Please include the required documentation as follows:  

- [List required documents, e.g., commercial invoice, bill of lading]  

**4. Payment Instructions**  

Indicate the payment details:  

- [Details on how and when payment should be made]  

I have attached all necessary documents required for your assessment. 

Should you need further information or clarifications, please do not 

hesitate to contact me directly at [your phone number] or [your email]. 

Thank you for considering my application. I look forward to your prompt 

response. 

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title/Position]  

[Your Company Name] 


