
Informal Email

Hi [Recipient Name],

Congrats on finishing [Course/Program Name]! Your hard work and participation from [Start Date] to

[End Date] have been impressive.

You can download your Certificate of Completion from the attached file. Keep up the great work!

Best regards,

[Instructor/Coordinator Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/certificate-of-completion-letter


