
Professional Title Validation Letter 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

I am writing to formally validate my professional title as [Your Professional Title] for the 

purpose of the forthcoming contract agreement between [Your Company Name] and [Recipient's 

Company Name]. This validation confirms my qualifications and expertise relevant to the 

responsibilities outlined in the contract. 

I have [number of years] of experience in [brief description of your field/industry], along with 

[mention any relevant certifications or qualifications]. My role as [Your Professional Title] 

encompasses [briefly describe your responsibilities or relevant skills]. 

Should you require any further information or documentation to support this validation, please 

do not hesitate to contact me at [Your Phone Number] or [Your Email Address]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 


