
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[Organization/Department Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Petition for License Renewal  

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

renewal of my [specific license type] license, which is due to expire on 

[expiration date].  

[Briefly explain your reasons for requesting the renewal, including any 

relevant details such as your experience, compliance with requirements, 

and any continuing education or professional development undertaken since 

your last renewal.]  

I have attached all necessary documentation, including [list of 

documents, e.g., completed application form, proof of continued 

education, and any other required materials].  

I appreciate your attention to this matter and respectfully request that 

my license be renewed at your earliest convenience.  

Thank you for considering my petition.  

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


