
Letter of Recognition 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

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

over the past year. Your hard work, dedication, and innovative approach have significantly 

contributed to the success of [Company Name]. 

Specifically, I would like to highlight your achievement in [specific project or metric], which 

exceeded expectations and set a new standard for excellence within the organization. Your 

leadership and commitment have not only driven results but have also inspired your colleagues 

to strive for greatness. 

Thank you for your remarkable contributions. We are excited to see your continued impact and 

growth within our organization. 

Congratulations once again! 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Your Contact Information] 


