
Commendation Letter 

Date: [Insert Date] 

To: [Colleague's Name] 

From: [Your Name] 

Subject: Commendation for Outstanding Achievements 

Dear [Colleague's Name], 

I am writing to formally commend you for your exceptional accomplishments over the past [time 

period]. Your hard work and dedication have made a significant impact on our team and the 

organization as a whole. 

Specifically, I would like to highlight the following achievements: 

• [Accomplishment 1] 

• [Accomplishment 2] 

• [Accomplishment 3] 

Your ability to [specific skill or attribute] has not only contributed to our success but has also 

inspired your colleagues. It's a pleasure to work alongside someone who continuously strives for 

excellence. 

Thank you for your outstanding work and commitment. I look forward to celebrating more of 

your successes in the future. 

Warm regards, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


