
License Upgrade Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request an upgrade of my current license from [Current License Type] 

to [Desired License Type]. I have been a holder of the [Current License Type] since [Date] and 

believe that an upgrade is justified due to the following reasons: 

• [Reason 1] 

• [Reason 2] 

• [Reason 3] 

I have attached the necessary documents to support my request, including [list any documents 

such as proof of experience, certifications, etc.]. I am confident that this upgrade will not only 

benefit my professional development but will also enhance my contributions to 

[Organization/Field]. 

I appreciate your consideration of my request and look forward to your positive response. 

Thank you for your time. 

Sincerely, 

[Your Name] 

[Your Title/Position] 

[Your Company/Organization Name] 

[Your Contact Information] 


