
Letter of Recognition 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company: [Company Name] 

Address: [Company Address] 

 

Dear [Recipient's Name], 

We are pleased to recognize your successful completion of the training sessions focused on 

[Training Topic/Subject] held on [Training Dates]. Your commitment to professional 

development and learning is commendable and contributes greatly to our team's growth and 

success. 

Through your participation in these sessions, you have demonstrated a strong dedication to 

enhancing your skills and knowledge in [relevant areas]. Your efforts have not gone unnoticed, 

and we encourage you to continue pursuing further training opportunities in the future. 

Thank you once again for your dedication and hard work. We look forward to seeing how you 

apply what you've learned to your role. 

 

Sincerely, 

[Your Name]  

[Your Position]  

[Company Name] 


