
Letter of Acknowledgment 

Date: [Insert Date] 

To, 

[Recipient's Name] 

[Recipient's Job Title] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

We would like to acknowledge your attendance at the training session titled "[Training Session 

Title]" held on [Date of Training] at [Location]. Your participation contributed significantly to 

the success of the program. 

We appreciate your commitment to professional development and hope that you found the 

session informative and beneficial. Please feel free to reach out if you have any questions or need 

further information. 

Thank you once again for your participation. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company/Organization Name] 

[Contact Information] 


