
Request for Professional Certification 

Validation 

Date: [insert date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email Address] 

[Your Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request the validation of my 

professional certification in [specify certification name] issued by [certifying body] on [issue 

date]. 

As I intend to pursue [reason for validation, e.g., a new job opportunity, further education], 

having my certification validated is crucial for my next steps. I believe that the validation of my 

certification will not only enhance my credentials but also affirm my commitment to [related 

field or industry]. 

Attached to this letter are copies of my certification and other relevant documents necessary for 

the validation process. 

I appreciate your assistance in this matter and look forward to your prompt response. Should you 

require any additional information or documentation, please feel free to contact me at your 

earliest convenience. 

Thank you for your attention to this request. 

Sincerely, 

[Your Name] 


