[Your Name]

Street Address]

[City, State ZIP Code]

[phone number - optional]

[email address - optional]

November 9, 20XX
[Name of Recipient]

[Title]

[Company Name]

[Street Address]

[City, State ZIP Code]

Dear [Name of Recipient]:

Congratulations on your recent graduation from [Learning Institution]!

I know how hard you have worked for this achievement. With your family and friends, I share my pride for your many accomplishments. The hard work and dedication that brought you to this day will undoubtedly take you far in life.

All my best wishes for the future!

Sincerely,

[Your Name]

