
Request for Clarification on Professional 

Certification Guidelines 

Date: [Insert Date] 

To: [Certification Body/Organization Name] 

From: [Your Name] 

[Your Position/Title] 

[Your Organization Name] 

[Your Address] 

[Your Email] 

[Your Phone Number] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request clarification regarding the guidelines 

for obtaining [specific professional certification name]. 

While reviewing the certification requirements as outlined in your documentation, I have 

encountered some points that I find unclear: 

• [Specific Point 1: Brief description of the confusion] 

• [Specific Point 2: Brief description of the confusion] 

• [Specific Point 3: Brief description of the confusion] 

It would be greatly appreciated if you could provide guidance on these points at your earliest 

convenience. This information is essential for me to proceed with my application effectively. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


