
[Your Name]  

[Your Title]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Request for LC Certificate  

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

of a Letter of Credit (LC) certificate for [specific transaction or 

shipment details] that was processed on [date].  

As per our agreement and the terms outlined in our contract, the LC is 

crucial for ensuring the financial security and smooth execution of the 

transaction. The details of the LC are as follows:  

- LC Number: [Insert LC Number]  

- Beneficiary: [Insert Beneficiary Name]  

- Amount: [Insert Amount]  

- Expiry Date: [Insert Expiry Date]  

Please let me know if you require any additional information or 

documentation to process this request. Your prompt assistance with this 

matter will be greatly appreciated, as it will help maintain our timeline 

for this transaction.  

Thank you for your attention to this request. I look forward to your 

timely response.  

Best regards,  

[Your Name]  

[Your Title]  

[Your Company]  

[Your Signature (if sending a hard copy)] 


