
Letter of Recognition 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Recognition for Exceptional Work 

Dear [Recipient's Name], 

I am writing to formally recognize and commend you for the exceptional work you have 

demonstrated in [specific project or task]. Your dedication, creativity, and diligence have 

significantly contributed to our team's success and deserve acknowledgment. 

Your ability to [mention specific skills or achievements] has not gone unnoticed. The impact of 

your contributions has been felt across the department, and I am truly grateful to have you as part 

of our team. 

Thank you for your hard work and commitment. Keep up the excellent work! 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


