
[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],  

Subject: Request for Work Experience Certification  

I hope this message 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]. My role as [Your Job Title] allowed me to 

gain substantial skills and contribute to various projects that I believe 

would be beneficial for my future career endeavors.  

I would appreciate it if you could include the following details in the 

certification:  

- My job title and department  

- Duration of my employment  

- Key responsibilities and accomplishments  

I am grateful for the opportunity I had to work at [Company's Name] and 

am hopeful to receive the certification at your earliest convenience. 

Thank you for your assistance.  

Sincerely,  

[Your Name]  

[Your Job Title (if applicable)] 


