Program Completion Requirements

Date: [Insert Date]

To: [Recipient Name]
Address: [Recipient Address]
Dear [Recipient Name],

Congratulations on nearing the completion of your program! We would like to outline the
remaining requirements necessary for your successful graduation.

Program Completion Requirements:

Complete all required coursework with a minimum grade of [Insert Grade]
Submit final project by [Insert Deadline]

Participate in the exit interview on [Insert Date]

Fulfill all internship or practical experience obligations

Submit your graduation application by [Insert Deadline]

Please ensure that all requirements are fulfilled by the designated dates. If you have any
questions or need further clarification, do not hesitate to contact the academic office.

Best regards,

[Your Name]

[Your Title]

[Your Institution]
[Contact Information]



