
Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company/Organization Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to kindly request your assistance in providing a 

letter of recommendation for my application for [Specify Certification Name]. As you know, I 

have been working in [Your Field/Position] at [Your Company/Organization] for [Duration], and 

I believe that your perspective on my skills and experiences would greatly enhance my 

application. 

Throughout my time at [Company/Organization Name], I have had the privilege of working 

closely with you on [Project/Task], which has helped me develop [Specific Skills or 

Knowledge]. I am aiming to achieve [Certification Name] to further advance my career and 

contribute even more effectively to our field. 

If you agree to assist me with this request, I can provide additional details regarding the 

certification requirements and my relevant experiences. The submission deadline for the 

recommendation letter is [Deadline]. 

Thank you very much for considering my request. I truly appreciate your support and guidance. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Contact Information] 


