
Commendation Letter 

Date: [Insert Date] 

To: [Team/Individual Names] 

From: [Your Name/Your Position] 

Subject: Commendation for Successful Teamwork in Project Completion 

Dear [Team/Individual Names], 

I am writing to commend you on the successful completion of the [Project Name] project. Your 

dedication, hard work, and collaborative spirit greatly contributed to achieving our goals and 

delivering excellent results. 

The way each of you brought your unique skills to the table and supported one another 

throughout this project was truly impressive. From [specific contributions or highlights], to 

[another specific contribution or highlight], your teamwork exemplified the best of our values. 

Thank you for your outstanding efforts and commitment. This success is a testament to what we 

can achieve together, and I look forward to collaborating on future projects with such a talented 

group. 

Warm regards, 

[Your Name]  

[Your Position]  

[Your Contact Information] 


