
Letter of Recognition 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company: [Company Name] 

Dear [Recipient's Name], 

We are pleased to recognize and commend you for your exemplary service and excellence in 

performance at [Company Name]. Your dedication, hard work, and commitment to achieving 

our organizational goals have not gone unnoticed. 

Your outstanding contributions in [specific tasks or projects] have significantly impacted our 

team's success and demonstrated the core values we strive to uphold. Your ability to [mention 

specific skills or qualities] has set a remarkable standard for your colleagues. 

Thank you for your exceptional service and for embodying the spirit of excellence. We look 

forward to your continued success and the positive influence you have on those around you. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


