
[Your Name]  

[Your Position]  

[Your Company/Organization Name]  

[Company/Organization Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company/Organization Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Qualification Certificate  

I am pleased to inform you that [Employee/Student Name] has successfully 

completed the [Name of the Course/Program] and has demonstrated the 

required skills and knowledge as per the standards set forth.  

Course Duration: [Start Date] to [End Date]  

Certification Date: [Date of Certification]  

[Employee/Student Name] has exhibited exceptional performance in the 

following areas:  

1. [Skill/Knowledge Area 1]  

2. [Skill/Knowledge Area 2]  

3. [Skill/Knowledge Area 3]  

This qualification certifies that [Employee/Student Name] is capable of 

[specific skills or competencies recognized by the certificate].  

Please feel free to reach out if you have any questions or require 

further information.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Job Title]  

[Your Company/Organization Name] 


