
Letter of Recommendation 

Date: _____________ 

To Whom It May Concern, 

I am writing to wholeheartedly recommend [Recipient's Name] for the Excellence in 

Performance Award. Throughout my time working with [him/her/them] at 

[Company/Organization Name], I have continuously been impressed by [his/her/their] 

exceptional skills and dedication. 

[Recipient's Name] has consistently demonstrated outstanding performance in [specific tasks or 

projects]. [He/She/They] not only meets expectations but often exceeds them, contributing to 

[specific outcomes or improvements]. 

[Insert notable achievements or contributions that highlight the recipient's excellence.] 

In addition to [his/her/their] professional capabilities, [Recipient's Name] is a joy to work with. 

[He/She/They] brings positivity and motivation to the team, inspiring those around 

[him/her/them] to strive for excellence. 

It is without reservation that I recommend [Recipient's Name] for the Excellence in Performance 

Award. I am confident that [he/she/they] will continue to excel and be an asset to any team or 

organization. 

Thank you for considering this recommendation. Please feel free to contact me at [Your Phone 

Number] or [Your Email Address] if you require any further information. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company/Organization Name] 

[Your Contact Information] 


