
Important Notice: Upcoming Certification 

Deadlines 

Dear [Recipient's Name], 

This is a friendly reminder that the following certification deadlines are approaching: 

• Certification Name: [Certification Details] 

• Deadline Date: [Deadline Date] 

• Required Documents: [List of Documents] 

Please ensure that all necessary documentation is submitted by the specified deadline to maintain 

your certification status. 

If you have any questions or need further assistance, feel free to reach out to us at [Contact 

Information]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


