Endorsement Request for Import/Export
Transaction

Date: [Insert Date]

[Your Name]

[Your Position]

[Your Company Name]
[Your Company Address]
[City, State, Zip Code]
[Email Address]

[Phone Number]

[Recipient's Name]

[Recipient's Position]

[Recipient's Company Name]

[Recipient's Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],

Subject: Request for Endorsement of Import/Export Transaction

I hope this letter finds you well. I am writing to formally request your endorsement for the
import/export transaction regarding [describe transaction details, e.g., product name, shipment
number, etc.].

This transaction is crucial for our ongoing business operations, and your endorsement will
greatly assist us in ensuring a smooth process. We believe that your support will help facilitate
the necessary approvals.

Please find attached all relevant documents for your review. Should you need any further
information or clarification, do not hesitate to contact me at your earliest convenience.

Thank you for considering our request. We look forward to your prompt response.
Sincerely,

[Your Signature (if sending a hard copy)]
[Your Typed Name]

Attachments: [List of Attachments]



