
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Title/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 formally request a 

Good Conduct Certificate as part of my application process for [specific 

purpose, e.g., employment, study abroad, etc.].  

I have [briefly explain your background, e.g., "been a resident of this 

community for over five years" or "worked in my current position at XYZ 

Company for two years"]. Throughout my [time in the 

community/employment], I have consistently adhered to the laws and 

regulations and have maintained a positive reputation among my peers and 

colleagues.  

I would appreciate it if you could provide a Good Conduct Certificate 

reflecting my character and conduct during this period. If you require 

any additional information or documentation, please do not hesitate to 

reach out.  

Thank you for considering my request. I look forward to your prompt 

response.  

Sincerely,  

[Your Name] 


