
Commendation Letter 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

To Whom It May Concern, 

I am writing to commend [Applicant's Name] for their outstanding qualifications and exceptional 

capabilities as a job candidate. I have had the pleasure of working with [him/her/them] for 

[duration] at [Your Company/Organization], where [he/she/they] served as [Applicant's 

Position]. 

[Applicant's Name] consistently demonstrated a high level of professionalism, dedication, and 

skill in [specific tasks or projects]. [He/She/They] have a remarkable ability to [specific skills or 

attributes], which contributed significantly to our team's success and goals. 

In addition to [his/her/their] technical proficiency, [Applicant's Name] possesses excellent 

interpersonal skills and is well-respected by [his/her/their] peers. [He/She/They] have shown 

great initiative and teamwork, which makes [him/her/them] a valuable asset in any organization. 

I strongly recommend [Applicant's Name] for the position at your esteemed organization. I am 

confident that [he/she/they] will exceed your expectations and contribute positively to your team. 

Please feel free to contact me at [Your Phone Number] or [Your Email Address] should you 

require any further information. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


