Dear [Recipient's Name],

| hope this letter finds you well. As you work towards completing your certification
requirements, | want to provide you with some guidance to ensure a smooth process.

Steps to Complete Your Certification:

Review the Certification Handbook to understand the requirements.
Complete the necessary coursework by [insert deadline].

Gather and submit required documentation including [list documents].
Prepare for and schedule your final exam by [insert date].

Submit your application for certification by [insert date].

orwdPE

Important Resources:

o Certification Handbook
o Coursework Portal
o Certification Application Form

If you have any questions or need further assistance, please do not hesitate to reach out to me at
[your email address] or [your phone number].

Best of luck on your journey to certification!

Sincerely,

[Your Name]

[Your Position]
[Your Organization]
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