
Request for Language Proficiency Certification 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Institution/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request a certification of my 

language proficiency in [Language] as I am applying for [specific purpose, e.g., a job, a school 

admission, etc.]. 

My details are as follows: 

• Name: [Your Full Name] 

• Date of Birth: [Your Date of Birth] 

• Program/Course: [Relevant Program/Course] 

I completed [describe the relevant courses or exams you undertook] on [dates], and my 

proficiency level is [your proficiency level, e.g., intermediate, advanced]. 

I would appreciate it if you could provide me with the certification at your earliest convenience, 

as it is a critical part of my application. 

Thank you for your attention to this matter. If you need any further information or documents, 

please feel free to contact me. 

Sincerely, 



[Your Name] 


