
Commendation Letter 

Date: [Insert Date] 

To: [Administration's Name] 

From: [Your Name] 

Subject: Commendation for Outstanding Service 

Dear [Administration's Name], 

I am writing to formally commend [Staff Member's Name], who has exemplified outstanding 

service at [Hospital Name]. Their dedication and professionalism in their role as [Staff Member's 

Position] have made a significant impact on both patients and staff. 

During my recent experience at [Hospital Name], I observed [provide specific examples of their 

exceptional work, patient care, teamwork, etc.]. Their ability to [mention any particular skills or 

qualities] has greatly enhanced the healing environment we strive to create. 

I believe it is important to recognize such exemplary performance as it encourages a culture of 

excellence within our institution. I strongly recommend that [Staff Member's Name] be 

acknowledged for their hard work and dedication. 

Thank you for considering this commendation. I look forward to seeing our hospital continue to 

thrive with such outstanding staff members. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


