
Letter of Educational Background Validation 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Institution/Company Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request the validation of my educational background, specifically my 

[Degree Name] in [Field of Study] earned from [University/College Name] on [Graduation 

Date]. 

As part of my application for [Position/Program], it is necessary to confirm my academic 

credentials. I kindly ask that you verify my attendance, degree, and any other relevant academic 

records that may be required. 

Enclosed are copies of my relevant documents, including my diploma and transcript. Please let 

me know if any further information is needed to process my request. 

Thank you for your assistance in this matter. I appreciate your prompt attention to my request. 

Sincerely, 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Phone Number] 

[Your Email Address] 


