Certificate of Completion Template (Phases I & II)
Purpose

The purpose of the template is to provide a “Certificate of Completion” for use by community college PHCAST programs to award to students who successfully complete course requirements for Phase I and/or II and provide students with information they can share with prospective employers regarding the content of the training completed.

Instructions for Using Template

1.
The template contains information on both the front and back.  To prevent the ink from one side bleeding through to the opposite side, please print certificates on 65# weight or greater paper.  In addition, for consistency, please print on a beige tone color paper.  

A paper that has a parchment paper look, called “French Paper, ”in  camel color,  is preferred if possible.  (If interested in using this paper, the phone number for the company that sells the 8.5 X 11, 23.4m “French Paper” – camel color #6511385, is: 616-683-1100).

2. 
Formatting changes may be needed in the document based on information added.  As such, please be sure to print a sample certificate to determine what formatting changes may be needed based on the following items each community college will need to add to the certificate.  

· Name

· Day of the month

· Month

· Name of community college

· Instructor Signature

· Logo

· Community College President Signature

5.
The certificate was designed so each community college can insert their school logo between the two signature lines.  However, if you so choose, the logo can be placed elsewhere in the document.  

6.
Optional:  Some community colleges have already concluded one or more pilot classes and already awarded a certificate of completion to students.  Community colleges are welcome to issue this certificate of completion to students who have already completed training.  The information on the back may be of particular interest to them as they meet with potential employers.   Preparing the template certificate for students who have already graduated may pose an undue burden and thus that decision is left to individual community colleges.  
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