Letter of Commendation
Date: [Insert Date]

[Recipient's Name]
[Recipient's Position]
[Organization's Name]
[Organization's Address]

Dear [Recipient's Name],

It is with great pleasure that | commend you for your extended service and dedication to
[Organization's Name]. Your unwavering commitment and exemplary performance over the
years have significantly contributed to our success.

Since joining us on [Insert Start Date], you have consistently gone above and beyond in your
role. Your ability to [mention specific achievements or contributions] has made a lasting impact
on our team and organization.

As we recognize your outstanding service, please accept our heartfelt gratitude for your hard
work, loyalty, and perseverance. You serve as a role model for all employees, inspiring them to
strive for excellence.

We look forward to your continued contributions and are excited about what the future holds for
you at [Organization's Name].

Thank you once again for your exceptional service.
Sincerely,
[Your Name]

[Your Position]
[Organization's Name]



