
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Application for LC Certificate  

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

certificate for [briefly describe the purpose, e.g., an upcoming 

transaction or import/export deal]. As part of our commitment to ensuring 

smooth operations and compliance with required financial protocols, we 

require this certificate to [explain the necessity of the LC for your 

transaction/process].  

The details of the transaction are as follows:  

- Transaction Amount: [Specify Amount]  

- Beneficiary: [Name and Address of Beneficiary]  

- Goods/Services to be Covered: [Brief Description]  

- Expiry Date: [Specify Expiry Date if applicable]  

Please find attached the necessary documentation to support this 

application, including [list any attached documents, e.g., invoices, 

contracts].  

I appreciate your prompt attention to this matter and look forward to 

your positive response. Should you require any additional information, 

please feel free to contact me at [your phone number] or [your email 

address].  

Thank you for your assistance.  

Sincerely,  

[Your Name]  

[Your Job Title]  

[Your Company Name] 


