
Letter of Recognition 

Date: __________ 

Dear [Recipient's Name], 

I am pleased to extend my heartfelt congratulations on your recent career advancement to [New 

Position]. Your hard work, dedication, and commitment have truly paid off, and this 

achievement is a testament to your exceptional abilities. 

Your contributions to [Company/Organization Name] have been invaluable, and your leadership 

has inspired many of us. As you step into this new role, I have no doubt that you will continue to 

thrive and make a positive impact. 

Once again, congratulations on this well-deserved recognition! 

Best regards, 

[Your Name] 

[Your Position] 

[Company/Organization Name] 


