
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Your Email Address]  

[Your Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Organization Name]  

[Organization Address]  

[City, State, ZIP Code]  

Dear [Recipient Name], 

I am writing to formally request a certification letter for my 

application related to [specific purpose, e.g., professional 

certification, academic program, etc.].  

Please find the details of my qualifications and experience below: 

- Full Name: [Your Full Name]  

- Certification Type: [Name of Certification]  

- Certification Number: [Certification Number]  

- Issuing Organization: [Name of Issuing Organization]  

- Date of Issuance: [Date]  

- Expiration Date (if applicable): [Expiration Date]  

I appreciate your assistance in providing me with this certification 

letter as soon as possible. Should you need further information or 

documentation to expedite this process, please do not hesitate to contact 

me. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name]  

[Your Signature (if sending a hard copy)] 


