
Course Completion 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 [Course Name] course as 

part of the [Certificate Program Name]. This program was held from [Start Date] to [End Date]. 

Your dedication and hard work have led to the successful completion of all necessary 

requirements, and you will be awarded a certificate for your achievement. 

Please find attached your certificate along with additional information regarding the 

commencement ceremony. 

Congratulations on this significant accomplishment! We wish you all the best in your future 

endeavors. 

Sincerely, 

[Your Name] 

[Your Title] 

[Institution Name] 

[Contact Information] 


