
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title/Position]  

[Institution/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

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

collection of my certification papers for [specific certification name or 

course] which I completed on [completion date].  

As I am in the process of [reason for needing the certification papers, 

e.g., applying for a job, further studies, etc.], having these documents 

is essential for my next steps.  

Please let me know the best time and method to collect these documents. I 

am available on [provide your availability] and can adjust to your 

schedule as needed.  

Thank you for your assistance. I look forward to your prompt response.  

Sincerely,  

[Your Name] 


