
Application for Duplicate Completion Certificate 

Date: [Insert Date] 

To, 

The Registrar, 

[Institution/University Name], 

[Address], 

[City, State, Zip Code] 

Subject: Application for Duplicate Completion Certificate 

Respected Sir/Madam, 

I, [Your Name], son/daughter of [Parent's Name], completed my [Course/Program] in [Year] 

from your esteemed institution. My enrollment number is [Enrollment Number]. I am writing to 

request a duplicate of my completion certificate, as the original has been [explain reason, e.g., 

lost, damaged]. 

I have attached copies of my identification and any other required documents for your reference. 

I would be grateful if you could process my request at your earliest convenience. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 


