
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient's Position]  

[Department Name]  

[Organization Name]  

[Office Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Occupation Certificate for [Your Name]  

I, [Your Name], son/daughter of [Parent's Name], residing at [Your 

Address], hereby request an occupation certificate to support my 

application for the [specific government job position] within 

[Department/Organization Name].  

I am currently employed as [Your Current Job Title] at [Current 

Employer/Organization Name] and have been engaged in this role since 

[Start Date]. My responsibilities include [briefly describe your job 

responsibilities and any relevant experience].  

Please find attached documents corroborating my employment and 

responsibilities for your reference.  

I would appreciate it if you could process this request at your earliest 

convenience, as it is crucial for my application.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Attachments: Relevant documents, if applicable] 


