
Letter of Recognition 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Recognition of Hard Work and Dedication 

Dear [Recipient's Name], 

I am writing to express my heartfelt appreciation for your exceptional hard work and dedication 

to [Project/Task/Company]. Your commitment to excellence has not gone unnoticed. 

Throughout [specific time period], you have consistently demonstrated outstanding performance 

in your role. Your efforts in [specific contributions or achievements] have significantly 

contributed to our success, and we are truly grateful for your dedication. 

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

success and contributions to our team. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


