
Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request the issuance of a stock certificate for my shares in [Company 

Name]. My details are as follows: 

• Shareholder Name: [Your Name] 

• Account Number: [Your Account Number] 

• Number of Shares: [Number of Shares Owned] 

I kindly request that the stock certificate be sent to my address listed above. If you require any 

further information or documentation to process this request, please do not hesitate to contact 

me. 

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

Sincerely, 

[Your Signature (if sending a hard copy)] 

[Your Printed Name] 


