
[Your Company Letterhead]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Phone Number]  

[Email Address]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Subject: Request for Certificate Issuance  

Dear [Recipient Name],  

We hereby request the issuance of a certificate for [specific purpose, 

e.g., compliance, qualification, etc.]. Our organization, [Your Company 

Name], is a registered entity under the [relevant authority/registration 

number], and we have met all the necessary criteria as outlined by your 

guidelines. 

Details of the request are as follows:  

- Certificate Type: [Type of Certificate]  

- Relevant Details: [Include any pertinent information related to the 

issuance, e.g., project name, date range, etc.]  

- Attached Documents: [List any documents attached to support the 

request]  

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

your positive response. Should you require any further information, 

please do not hesitate to contact us at [Your Phone Number] or [Your 

Email Address]. 

Thank you for your assistance.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Signature if sending a hard copy] 


