Request Letter for Experience Certificate

FROM

DATE

TO

SUBJECT: Request Letter for Experience Certificate

Dear sir/madam,

This is (your full name)and I was working with------- in department of ---------- as a
————————————— for the period of ----(appointment date)--------until the effectively of my
resignation which was---(resignation date)--(D/M)----,----(year)----. 1 had worked for

------ years in this institute.

Despite the fact that I have completed everything that needs and are expected to be settled
from my end until now, I still don’t have my experience certificate. As you know that this
document will be important for the institution that I will be working with. ------ Years has
already been passed since I resigned but my experience letter is still pending. I would be
much obliged if you consider giving me my experience certificate which would help me
immensely in the institution that I will be working with. I sincerely thank you for your time

and kind consideration.

Thanking you

YOUR FULL NAME

phone number
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