
Training Completion Acknowledgment 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

We are pleased to inform you that you have successfully completed the [Name of Training 

Program] conducted on [Training Dates]. Your participation and commitment throughout the 

training sessions were commendable, and we appreciate your efforts in enhancing your skills. 

This training program covered key areas such as [mention key areas/topics covered], which are 

essential for undertaking your role effectively. 

As a token of recognition, we are pleased to present you with this acknowledgment letter. We 

encourage you to apply the knowledge and skills acquired during the training to your daily work. 

Congratulations once again on this achievement. Please feel free to reach out if you have any 

questions or need further assistance. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


