
[Your Name]  

[Your Position]  

[Your Company/Organization Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Organization Name]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Request for OGC Certificate  

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

OGC (Operational Governance Compliance) certificate for [specific purpose 

or project] that is associated with [mention relevant details briefly].  

Our organization values compliance with operational governance standards, 

and obtaining this certificate will be instrumental in [explain the 

importance of the certificate for your organization].  

We have ensured that all necessary documentation and prerequisites are 

met, as per your guidelines. Please find attached the required documents 

for your review:  

1. [Document Name 1]  

2. [Document Name 2]  

3. [Document Name 3]  

I would appreciate your assistance in processing this request at your 

earliest convenience. If further information or additional documentation 

is needed, please do not hesitate to contact me directly.  

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

prompt response.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position]  

[Your Company/Organization Name]  

[Attachment: List of Documents] 


