
*** Letter of Credit Sample Letter *** 
Bank Letterhead 

 
 
Bank Information: 
Address 
City/State/Zip 
Phone & Fax numbers 
 
Date of Issue: ____________________ Letter of credit #: _____________ 
 
Amount: ______________________________________________________________ 
 
Letter of Credit Expiration Date: _________________________________ 
 
Beneficiary:     Applicant:
 
City of Norfolk,     Company Name 
Department of Public Works  Address 
810 Union Street, room 200  City/State/Zip 
Norfolk, Virginia 23510 
 
 
Re:  (Project Name & Location) 
 
We hereby issue this Irrevocable Letter of Credit in your favor as 
Beneficiary which is available by your drafts on sight on (BANK NAME) up 
to an aggregate amount of (Letter of credit amount).  Each draft 
hereunder must bear upon its face “drawn pursuant to your Irrevocable 
Letter of Credit Number (assigned number) is accompanied by the 
following: 
 
 A signed written state from the department of Public Works of the 
City of Norfolk certifying that (NAME OF COMPANY) has failed to 
satisfactorily perform, prior to the expiration of the Letter of Credit, all 
or part of the terms and condition of the above mentioned project or plans 
approved by the City of Norfolk is, in consequence, entitled to the amount 
sighted. 
 
We hereby agree with you that all drafts drawn under and in compliance 
with the terms of the Letter of Credit shall be duly honored upon 
presentation to (BANK NAME) and be negotiated no later than (EXPIRATION 
DATE). 
 
This Letter of Credit is subject to the “Uniform Customs and practices for 
documentary credits published by the international chamber of commerce 
in effect on date of issuance and the laws of the Commonwealth of 
Virginia. 
 
(Banks Name) 
 
By: __________________________________________________________________________________ 
                                            (Name of representative, title & date) 


