
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Department/Organization Name]  

[Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

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

renewal of my Certified Nursing Assistant (CNA) license, which is set to 

expire on [Expiration Date].  

I have thoroughly enjoyed my work as a CNA and remain committed to 

providing compassionate and quality care to my patients. Over the past 

few years, I have gained valuable experience and completed additional 

training that enhances my skills and knowledge in this field.  

Enclosed with this letter, you will find the necessary documents for my 

renewal application, including:  

1. A copy of my current CNA license  

2. Proof of continuing education  

3. Completed renewal applicationForm  

4. Payment for renewal fees  

Thank you for considering my application for renewal. I am eager to 

continue serving the community as a CNA and appreciate the opportunity to 

maintain my license. If you require any further information or 

clarification, please feel free to contact me at [Your Phone Number] or 

[Your Email Address].  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your CNA License Number] 


