
Letter of Recognition 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Agency's Name] 

[Agency's Address] 

Dear [Recipient's Name], 

We are pleased to take this opportunity to recognize your outstanding achievements at [Agency's 

Name]. Your dedicated performance in our social service programs has made a significant 

impact on the lives of many individuals and families in our community. 

Your commitment to excellence, compassion, and professionalism has not gone unnoticed. 

Specifically, your efforts in [mention specific projects or initiatives] have demonstrated your 

leadership and unwavering dedication to our mission. 

On behalf of [Organization's Name], we extend our heartfelt gratitude for your hard work and 

exemplary service. We are proud to have you as part of our team and look forward to your 

continued success in the future. 

Once again, congratulations on this well-deserved recognition! 

Sincerely, 

[Your Name] 

[Your Title] 

[Organization's Name] 

[Contact Information] 


