
[Your Organization's Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

We are pleased to inform you that you have successfully completed the 

[Name of Training Program] held on [Training Dates].  

Your dedication and commitment to enhancing your skills and knowledge 

throughout this program have been commendable. As a result, you are now 

equipped with [briefly mention key skills or knowledge gained].  

We encourage you to apply the insights and skills acquired during this 

training in your professional endeavors.  

Please find attached your completion certificate for your records.  

Congratulations once again on this achievement!  

Best regards,  

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Contact Information] 


