
Letter of Commendation 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

I am writing to formally commend you for your outstanding contributions to [Project/Business 

Name] over the past [time period]. Your dedication and professionalism have greatly impacted 

our team's success. 

Specifically, your efforts in [describe specific contributions or projects] have been invaluable. 

Your ability to [mention specific skills or traits, e.g., lead teams, solve problems] has not gone 

unnoticed, and we are grateful for your commitment to excellence. 

Thank you once again for your hard work and dedication. We look forward to your continued 

success and contributions to our organization. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


