
Commendation Letter 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Organization Name] 

[Organization Address] 

[City, State, Zip Code] 

Dear [Volunteer's Name], 

I am writing this letter to formally commend you for your outstanding achievements as a 

volunteer with [Organization Name]. Your dedication and commitment to our mission have not 

gone unnoticed, and we are incredibly grateful for the positive impact you have made in our 

community. 

Throughout your time with us, you have demonstrated exceptional skills in [specific skills or 

contributions]. Your ability to [describe specific tasks or roles] has significantly contributed to 

the success of our programs. Your compassionate approach and unwavering support have 

inspired not only those you have served but also your fellow volunteers. 

We would like to acknowledge your efforts in [mention specific projects or events], where your 

hard work led to [describe outcomes or achievements]. Your willingness to go above and beyond 

is a true testament to your character and commitment to helping others. 

Thank you once again for your invaluable service. We are grateful to have you as part of our 

team and look forward to your continued contributions in the future. 

Sincerely, 

[Your Name] 

[Your Position] 

[Organization Name] 


