
Letter of Recognition 

Date: _______________ 

To: [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 [Name of Training 

Program] held on [Dates of Training]. Your dedication and commitment to enhancing your skills 

are commendable. 

This recognition acknowledges your hard work and the achievements you have made during this 

program. Your efforts have not only contributed to your personal growth but have also positively 

impacted our team and organization. 

We look forward to seeing how you will apply these valuable skills in your future endeavors. 

Congratulations on this accomplishment! 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


