
[Your Name]  

[Your Position]  

[Your Company Name]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Subject: Issuance of Letter of Credit Certificate  

Dear [Recipient's Name],  

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

issuance of a Letter of Credit (LC) Certificate for [specific transaction 

or purpose].  

Details of the transaction are as follows:  

- LC Number: [Insert LC Number]  

- Beneficiary: [Insert Beneficiary Name]  

- Amount: [Insert Amount]  

- Date of Issuance: [Insert Date]  

- Expiry Date: [Insert Expiry Date]  

We hereby confirm that all necessary documentation required for 

processing this request has been submitted and approved as per the 

relevant agreements.  

Please let me know if you need any additional information or 

documentation to expedite this process.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company Name] 


