
Letter of Commendation 

[Your Name] 

[Your Position] 

[Your Institution] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Institution] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to highly commend [Applicant's Name] for the [specific position] at 

[Institution/Department]. In my capacity as [Your Position] at [Your Institution], I have had the 

pleasure of knowing and working with [Applicant's Name] for [duration]. 

[Applicant's Name] has consistently demonstrated exceptional skills in [relevant skills or fields] 

and possesses a remarkable dedication to [describe relevant experience or contributions]. Their 

contributions to [specific projects or initiatives] were instrumental in achieving [specific 

outcomes]. 

Moreover, [Applicant's Name] has exhibited outstanding [mention relevant qualities such as 

leadership, teamwork, or creativity]. This has been particularly evident through [specific 

example]. Their ability to [describe abilities or competencies] sets them apart as an extraordinary 

candidate for the position. 



I wholeheartedly endorse [Applicant's Name] for the position of [specific position]. I am 

confident that they will bring their unique talents and perspective to your team, and have a 

positive impact on your institution. 

Thank you for considering this application. If you have any further questions, please do not 

hesitate to contact me. 

Sincerely, 

[Your Name] 

[Your Position] 


