To: [Insert Supervisor Name]
From: [Insert Your Name]
Date: [Insert Date]
Subject: I’ve Earned a Certificate as a Credentialing Specialist

I am writing to notify you that I have completed the Institute for Credentialing Excellence (ICE)’s certificate program, have passed all the required assessments, and have achieved my certificate as a “Credentialing Specialist”.
The Institute for Credentialing Excellence (ICE) is a professional membership association that provides education and resources for organizations and individuals who serve the credentialing industry. It is a leading standards developer for both certification and certificate programs.
ICE’s Certificate Program for the “Credentialing Specialist” consists of eight rigorous, self-paced, online courses that must be completed within a six-month time frame. Upon completion of each course, I passed the assessment that tested my competency of the learning objectives for that module. I’ve walked away understanding the knowledge, skills, and tasks required in the field of certification – with the training to conduct a proper needs analysis, realistically project a timeline for implementation, and use accreditation standards as a framework from the onset of program development and maintenance. The course topics included:
· 
· Determining the need
· Accreditation standards 
· Program operational management
· Policies and procedure
· Psychometrics
· Exam development
· Governance
· Legal issues


Earning my certificate as a “Credentialing Specialist” has helped me perform my job more effectively and reach my key learning objectives for this year, which include:
[insert personal and professional performance objectives]

[bookmark: _GoBack]The knowledge and skills I have acquired are also immediately applicable to our organization’s goals and initiatives, such as:
[insert current projects unique to your institution, mission, and objectives]

Thank you for supporting my professional development through the ICE Certificate program.

Kind regards,
[Insert Your Name]
