
[Your Organization's Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Subject: Attendance Certificate  

Dear [Recipient's Name],  

This is to certify that [Participant's Name] attended [Event/Program 

Name] held on [Event Dates] at [Location].  

[Participant's Name] successfully participated in the following sessions:  

- [Session/Activity 1]  

- [Session/Activity 2]  

- [Session/Activity 3]  

The event aimed to [briefly describe the purpose of the event]. 

[Participant's Name] demonstrated commitment and engagement throughout 

the program, completing all required activities.  

This certificate is issued as a recognition of [his/her/their] attendance 

and participation.  

Thank you.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Organization]  

[Contact Information] 


