
Date: [Insert Date]

To,
The Training Coordinator
[Name of Training Institution/Organization]
[Address Line 1]
[Address Line 2]
[City, State, ZIP Code]

Subject: Inquiry Regarding Certificate Details for Training Program

Dear Sir/Madam,

I hope this letter finds you well. I am writing to request detailed information regarding the certification process for the [Name of Training
Program] offered by your esteemed organization, which I/my team members have recently completed / are planning to attend.

Specifically, I would like to inquire about the following:

The eligibility criteria and requirements to be awarded the certificate upon completion of the program.
The timeline for issuance of the certificate after completing the training.
Details regarding the content and format of the certificate (e.g., inclusion of training details, participant's name, and signatures).
Whether the certificate will be provided in physical or digital format, and the method of delivery.
Any additional steps or documentation required from my side for certificate processing.

Kindly provide the requested information at your earliest convenience, as it is essential for maintaining accurate records and for future reference on
qualification documentation.

I appreciate your cooperation and look forward to your prompt response.

Thank you for your attention.

Sincerely,

[Your Full Name]
[Your Designation/Position, if applicable]
[Your Organization/Company Name, if applicable]
[Your Contact Number]
[Your Email Address]


