
Letter of Commendation 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally commend you for your exceptional dedication and outstanding 

contributions to [specific project, team, or organization]. Your commitment and hard work have 

not gone unnoticed and are greatly valued. 

Your ability to [specific example of dedication or achievement] has played a crucial role in 

[positive outcome or goal]. The ethos you bring to your work not only inspires your colleagues, 

but also enhances our overall mission and values. 

Thank you once again for your remarkable efforts. We are fortunate to have someone of your 

caliber on our team. 

Sincerely, 

[Your Name] 

[Your Title] 

[Organization Name] 


