
Dear [Recipient's Name], 

I hope this message finds you well. I am writing to follow up on my previous request for the 

reissue of my completion certificate dated [insert original date of request]. I understand that 

processing such requests can take time, but I wanted to check on the status as it is important for 

my records. 

If there are any additional details or documentation required from my side, please let me know, 

and I will provide them promptly. 

Thank you for your assistance. I look forward to your response. 

Best regards, 

[Your Name] 

[Your Contact Information] 


