
Application for Language Proficiency Certificate 

Date: [Insert Date] 

To, 

The Principal, 

[Insert School/University Name], 

[Insert Address], 

[Insert City, State, ZIP Code] 

Subject: Application for Language Proficiency Certificate 

Dear [Principal's Name], 

I am writing to formally request the issuance of my Language Proficiency Certificate in [specify 

language]. I completed my [degree/course] in [specify language] from [Insert School/University 

Name] in [graduation year], and I believe this certificate is essential for my [mention purpose, 

e.g., further studies, job application, etc.]. 

Throughout my studies, I have demonstrated my proficiency in [list specific skills or courses 

taken related to the language]. Furthermore, I have attached my academic records for your 

reference. 

I would appreciate your assistance in processing my request at your earliest convenience. Should 

you require any additional information or documentation, please do not hesitate to contact me at 

[your phone number] or [your email address]. 

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

Sincerely, 

[Your Name] 

[Your Address] 

[Your City, State, ZIP Code] 

[Your Contact Number] 


