[bookmark: docs-internal-guid-c56f7fe7-3ff6-fed4-8903-d1c8a2a26f95]To,

[In this part of the credit letter, give the name of the recipient of the letter along with this/her full position of work followed by the complete residential or official address, whichever is applicable]

Date:                                  [give the date on which the letter is to be sent in the correct format-dd/mm/yy]

Subject:                          [the subject must be brief, to the point and should give the basic purpose of writing the letter]

[Here, a formal salutation must be written down]

[The first paragraph of the letter must be the introductory paragraph where you must write the purpose of writing the letter and should introduce yourself to the recipient].

[The second paragraph of the letter is the main paragraph where the relevant information related to credit should be mentioned].

[The last paragraph must be the concluding paragraph which must state the signing off statement and should give any last details or information]

[The sender must thank the recipient and give his signature or seal at the end]
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