
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Institution/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Application for LC Certificate  

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

issuance of a Letter of Credit (LC) Certificate for my recent transaction 

with [Provide relevant details about the transaction, e.g., the seller, 

the nature of goods, etc.].  

Details of my application are as follows:  

- Name: [Your Full Name]  

- Transaction Reference Number: [Transaction Number]  

- Amount: [Total Amount]  

- Date of Transaction: [Date]  

- Purpose of LC: [Briefly describe the purpose]  

I have attached all necessary documents required for processing my 

application, including [list any documents you are including, e.g., 

invoice, purchase order, etc.].  

I appreciate your assistance in this matter and look forward to your 

prompt response. Please feel free to contact me at [Your Phone Number] or 

[Your Email Address] if you require any further information.  

Thank you for your attention to this request.  

Sincerely,  

[Your Name]  

[Your Position, if applicable]  

[Your Company Name, if applicable] 


