
[Your Company Letterhead] 

[Date] 

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

This letter serves as a certification that [Employee's Name], who holds 

the position of [Employee's Position] at [Your Company/Organization 

Name], has successfully completed [specific training, course, or program 

name] related to [subject or area of training]. 

The training took place from [start date] to [end date], and during this 

period, [Employee's Name] demonstrated [specific skills or knowledge 

gained].  

We are confident that the skills acquired will positively impact 

[Employee's Name]'s performance and contribute to their ongoing 

professional development. 

If you have any questions or require further information, please feel 

free to contact us at [Your Contact Information]. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Company/Organization Name]  

[Your Phone Number]  

[Your Email Address]  

[Company Seal or Signature if necessary] 


