
Request for Certification Exam 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email Address] 

[Your Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Certification Body Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request the opportunity to take the [Name of Certification] exam, 

scheduled for [Date of Exam]. I believe that obtaining this certification is essential for my 

professional development and career advancement in [Your Industry/Field]. 

I have fulfilled all the prerequisites necessary for this examination, including [list any relevant 

qualifications or completed coursework]. The details of my application are as follows: 

Full Name: [Your Full Name] 

Registration Number: [Your Registration Number] 

Email: [Your Email Address] 

Should you require any additional information or documentation to process my request, please 

do not hesitate to contact me. I appreciate your consideration and look forward to your prompt 

response. 

Thank you very much for your attention to this matter. 

Sincerely, 

[Your Name] 


