
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[School/Organization Name]  

[School/Organization Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I am writing to formally recognize and celebrate the graduation of 

[Graduating Student's Name] from [School/Program Name] on [Date of 

Graduation]. This accomplishment represents not only their hard work and 

dedication but also the support of educators, family, and peers 

throughout their academic journey.  

[Insert a personal message or anecdote about the graduate, highlighting 

achievements, challenges overcome, or specific qualities that make them 

stand out.]  

We are incredibly proud of [Graduating Student's Name] and excited to see 

what the future holds for them. Their graduation is a significant 

milestone, and we honor the commitment and perseverance they have shown.  

Congratulations once again on this remarkable achievement!  

Warm regards,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title/Relationship to Graduate] 


