
[Your Organization's Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Subject: Official Certification of [Certification Name]  

Dear [Recipient's Name],  

We are pleased to inform you that [Name of the Individual/Entity] has 

successfully completed the requirements and has been awarded the 

[Certification Name] as of [Date].  

This certification signifies that [Name] has demonstrated proficiency in 

[brief description of the skills or knowledge related to the 

certification].  

The certification is valid until [Expiration Date], and we encourage 

continued professional development through our programs.  

If you have any questions or require further verification, please do not 

hesitate to contact us at [Contact Information].  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Contact Information]  

[Organization's Website] 


