
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

work experience certification for my tenure at [Company's Name] from 

[start date] to [end date].  

During my time at [Company's Name], I was involved in [briefly describe 

your roles, responsibilities, and any projects you worked on]. My 

experience has been invaluable in enhancing my skills in [mention 

specific skills or areas of knowledge], and I believe a certification 

will greatly benefit my career development.  

I would appreciate it if the certification could include:  

1. My job title  

2. Duration of employment  

3. A brief description of my roles and contributions  

4. Any notable achievements or projects  

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 Position (if applicable)] 


