[SCHOOL NAME]
[School address line]   ·   [Office phone]   ·   [Office contact email]

[Letter date]
COURSE COMPLETION LETTER
Verification of completion for «Participant Name»
To Whom It May Concern,
This letter confirms that «Participant Name» has successfully completed the course «Course Title» at [School name].
The record below is drawn from the official course register and may be presented to employers or education providers as confirmation of completion.
RECORD OF COMPLETION
	Participant
	«Participant Name»

	Course title
	«Course Title»

	Completion date
	«Completion Date»

	Instructional hours
	«Course Hours»

	Final result
	«Final Result»

	Certificate number
	«Certificate Number»



To verify the authenticity of this letter, contact the registrar's office at [Office contact email] or [Office phone] and quote certificate number «Certificate Number».
Sincerely,

[Registrar name]
Registrar, [School name]
This letter verifies completion of the course named above. It is not an academic transcript, and it does not by itself certify a professional license or qualification.




