
Request for Issuance of Attendance Certificate 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Organization/Institution Name] 

[Organization Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request the issuance of an attendance certificate for the workshop titled 

"[Workshop Title]" held on [Workshop Date(s)]. I attended the workshop and found it to be very 

beneficial for my professional development. 

As I would like to include this certificate in my portfolio, I kindly ask you to provide me with the 

necessary certificate at your earliest convenience. 

Thank you for your attention to this matter. I appreciate your support and look forward to your 

prompt response. 

Sincerely, 

[Your Name] 


