
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[HR Manager's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip Code]  

Dear [HR Manager's Name],  

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

work experience certificate for my time at [Company's Name], where I 

worked as a [Your Job Title] from [Start Date] to [End Date].  

During my tenure, I had the opportunity to [briefly describe your 

responsibilities and achievements]. I believe a work experience 

certificate would greatly assist me in my future endeavors, providing 

verification of my work history and skills gained during my time with the 

company.  

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

convenience. Should you need any further information, please do not 

hesitate to contact me.  

Thank you for your assistance.  

Sincerely,  

[Your Name] 


