
Staff Excellence Commendation 

Date: [Insert Date] 

To: [Employee's Name] 

Position: [Employee's Position] 

Department: [Employee's Department] 

 

Dear [Employee's Name], 

I am pleased to formally commend you for your outstanding contributions and exceptional 

performance in your role as [Employee's Position]. Your dedication and professionalism have 

significantly enhanced our team's success. 

Particularly, your efforts in [specific project or task] have not gone unnoticed. Your ability to 

[mention specific skills or qualities] has played a crucial role in achieving [mention any positive 

outcomes]. 

Please accept this letter as a token of our appreciation for your hard work and commitment. We 

are grateful to have you on our team, and we look forward to your continued success. 

Thank you once again for your excellence. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


