
Training Completion Acknowledgment 

Date: [Date] 

To: [Employee Name] 

Position: [Employee Position] 

Department: [Employee Department] 

 

Dear [Employee Name], 

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

Name] held on [Training Dates]. Your participation and commitment throughout the training 

sessions were commendable. 

This training has equipped you with essential skills and knowledge that will contribute to your 

professional development and enhance your performance in your role. 

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

what you have learned into your daily responsibilities. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Company Contact Information] 


