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Downloading your program 
completion letter 

About program completion letters 
Program Completion Letters are available to students in any credential granting 
program who: 

1. Have graduated from a credential granting program, or; 
2. Applied for graduation or program completion, and have one of the 

following program completion statuses: 
• Evaluation Deferred 
• Approved for Completion 
• Program Completed 

  

Things to be aware of 
1. If you have an active hold on your student record, you may not be able to 

request a letter. 
2. If you have more than one credential granting program at UBC, you must 

print a letter for each academic record. 

 

If you require proof of enrolment or verification of enrolment 
Download a confirmation of enrolment letter in Workday. 

https://workday.students.ubc.ca/student-documents/downloading-your-confirmation-of-enrolment-letter/
https://myworkday.ubc.ca/
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How to download a program completion 
letter 
First, go to your Academics App 

1. Current UBC students, log into your Workday account at myworkday.ubc.ca. 
If you are a UBC Alumni, log into the on the UBC Official Documents Tool 
(ODMT) and skip to the next step. 

2. Click the “Academics” tab in the “Your Top Apps” menu. 

 

Next, go to UBC Official Document Management 
Tool (ODMT) 

 
 

Request your program completion letter 
1. In the UBC Official Documents Tool (ODMT), click on “Program Completion 

Letter” under “Order Options”. 
2. Select the program you want to request a program completion letter for in 

the “Program” dropdown menu. 

https://myworkday.ubc.ca/
https://ubc.appiancloud.com/suite/sites/ubc-official-documents
https://ubc.appiancloud.com/suite/sites/ubc-official-documents


 

4/9/2025 Downloading your program completion letter 3 

3. Select UBC Student Number and/or Date of Birth box(es) if you wish to 
include this information in the letter (optional). 

4. Click “Request Letter (PDF). 

 
 

5. Then, click Generate Letter (PDF). 
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6. Finally, click on the PDF icon to download the letter. 
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