
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Organization/Institution Name]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. I am writing to inquire about the 

process of obtaining my CXC (Caribbean Examinations Council) certificate.  

I completed my examinations in [Year] at [Name of School/Institution], 

and I would like to request information regarding the following:  

1. The steps required to apply for my CXC certificate.  

2. Any fees associated with the application process.  

3. The estimated timeline for receiving the certificate once the 

application is submitted.  

4. Any necessary documentation that I need to provide along with my 

application.  

I appreciate your assistance in this matter and look forward to your 

prompt response.  

Thank you for your time.  

Sincerely,  

[Your Name] 


