
[Your Organization's Letterhead]  

[Date]  

[Recipient Name]  

[Recipient Address]  

[City, State, Zip Code]  

Subject: Attendance Certificate  

Dear [Recipient Name],  

This is to certify that [Employee/Participant Name], holding the position 

of [Position/Role], has successfully attended the [Event/Program Name] 

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

[Brief description of the event and any relevant participation details, 

if necessary.]  

We commend [him/her/them] for [his/her/their] dedication and active 

involvement during the event.  

Thank you for your participation.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Organization]  

[Contact Information] 


