Request Letter for Certificate
To,
Full Name,
Institute / Organization,
City
Date
Subject:
Dear Sir/Madam,
My name is ________ and I am studying aeronautical engineering at your institution. I am writing to you because ___________.
I, (full names), am a student (an employee in case you are already working for an organization) in your institution pursuing a course leading to graduation with a degree in Aeronautical Engineering. I am writing this letter (continue to state your reason for writing the letter).
The following letter will help me to identify myself to potential employers.
I would be grateful if my request is approved.
Thank you.
Yours faithfully,
Sign here
Your Name
