
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[Institution/Organization Name]  

[Institution/Organization Address]  

[City, State, ZIP Code]  

Subject: Application for Income Certificate  

Dear [Recipient's Name],  

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

income certificate for the purpose of my scholarship application.  

I am a [Your Course/Program] student at [Your Institution Name], and I am 

applying for [Name of Scholarship] which requires proof of income to 

assess eligibility.  

Please find the necessary details for your reference:  

- Name: [Your Name]  

- Course/Program: [Your Course/Program]  

- Year of Study: [Your Year of Study]  

- Family Income: [Your Monthly/Annual Family Income]  

- Supporting Documents: [List any documents you are attaching, such as 

salary slips, tax returns, etc.]  

I would be grateful if you could process my request at your earliest 

convenience, as the deadline for submission of the scholarship 

application is [Deadline Date].  

Thank you for your attention to this matter. I look forward to your 

positive response.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Student ID (if applicable)] 


