
Completion Confirmation Letter 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

We are pleased to inform you that you have successfully completed the Skills Training Program 

titled "[Program Name]" conducted on [Start Date] to [End Date]. 

Your commitment and dedication to enhancing your skills during this training were 

commendable, and we believe you are now better equipped to apply these skills in your 

professional endeavors. 

Attached to this letter, you will find your completion certificate as a token of your achievement. 

Congratulations on your accomplishment! 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


