
Commendation Letter 

Date: [Insert Date] 

[Employee's Name] 

[Employee's Title] 

[Company Name] 

[Company Address] 

Dear [Employee's Name], 

I am writing to formally commend you for your outstanding performance and dedication to your 

role at [Company Name]. Your hard work and commitment have not gone unnoticed, and your 

contributions have significantly enhanced our team's success. 

Throughout [specific project or period], you demonstrated exceptional skills in [specific skills or 

tasks]. Your ability to [specific achievements or traits] has set a remarkable standard for your 

colleagues. 

We appreciate your efforts and the positive impact you have made in our organization. Keep up 

the great work! 

Congratulations once again on this well-deserved recognition. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 


