Date: 
To

The Director (Commodities)

Export Promotion Bureau (EPB)

1, Kawran Bazar, Dhaka-1215

Subject: Issuance of recommendation certificate against export of (Product…. to Country...)
Dear Sir,

This is for your kind information that we export (product)……. to (Country)…….. We have already exported …………… metric tons of ……. to (Name of Company) …………. and we are submitting herewith the documents in support of our shipment. Details of our consignment is as follows:-
	SI No
	LC/Sales Contract

no & Date
	Invoice No
	Invoice value
	Bill of export No
	PRC No & Date
	Exp No
	FOV value

	1.
	
	
	
	
	
	
	


02. Now we are in need of a recommendation certificate against export in the prescribed form of Bangladesh Bank (attached herewith) for cash incentive.
03. Therefore, considering the above cases you are requested to issue a recommendation certificate in favor of my company. 
04. Your kind cooperation will be appreciated.

Yours sincerely,

Authorized Signature

Enclosed:

1. Signed Form Kha/Gha/Chaa (3 Copy)
2. Commercial Invoice & Packing List
3. EXP copy

4. Original & Photocopy of Bill of Export

5. Physical Verification Certificate ( If applicable)
6. Bill of Lading

7. Certificate of Origin

8. Phytosanitary Certificate ( If applicable) 
9. Sales Contract/LC
10. Foreign TT Copy (If applicable)
11. Proceed Realization Certificate (PRC)

12. Pay Order for Tk. 1,150/-
