
Commendation Letter 

Date: ______________________ 

Dear [Recipient's Name], 

I am writing to formally commend you on your significant promotion to [New Position] at 

[Company Name]. This achievement is a testament to your hard work, dedication, and exemplary 

performance. 

Your leadership skills and innovative thinking have greatly contributed to the success of our 

team and the organization as a whole. We are confident that you will continue to excel in your 

new role and inspire those around you. 

Congratulations once again on this well-deserved recognition. We look forward to seeing all that 

you will accomplish in the future. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


