
[Your Name]  

[Your Position]  

[Your Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company/Organization Name]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Total Quality Management (TQM) Certification  

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

issuance of a Total Quality Management (TQM) certificate for [Employee's 

Name/Department/Project] as part of our commitment to maintaining high 

standards of quality within our operations.  

[Optional Paragraph: Briefly explain the importance of TQM certification 

and its impact on your organization.]  

We have successfully completed the requisite training and assessments, 

which align with the TQM principles. [Provide details about the training 

program, duration, and outcomes achieved.]  

We appreciate your attention to this matter and look forward to your 

prompt response. Should you require any further information, please feel 

free to contact me at [Your Phone Number] or [Your Email Address].  

Thank you for your cooperation.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position]  

[Your Company/Organization Name] 


