Request for Reissuance of Completion
Certificate

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]

[Recipient Name]

[Recipient Title]
[Institution/Organization Name]
[Institution Address]

[City, State, Zip Code]

Dear [Recipient Name],

I am writing to formally appeal for the reissuance of my completion certificate for [Specify
Course/Program Name], which | completed on [Completion Date]. Due to [reason for loss or
damage of the certificate], | am unable to present the original document.

| have attached copies of [any supporting documents, e.g., transcripts, 1D, etc.] for your
verification and consideration. | kindly request your assistance in issuing a duplicate certificate at
your earliest convenience.

Thank you for your attention to this matter. | look forward to your prompt response.

Sincerely,

[Your Name]



