
Letter of Recognition 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company: [Company Name] 

Address: [Company Address] 

Dear [Recipient's Name], 

I am writing to formally recognize and appreciate your outstanding contributions toward quality 

improvement at [Company Name]. Your dedication and commitment to enhancing our processes 

have not gone unnoticed. 

Specifically, your work on [briefly describe the project or initiative] has resulted in [mention 

specific outcomes, improvements, or metrics]. Your innovative ideas and attention to detail have 

set a remarkable standard for our team. 

Thank you for your hard work and unwavering commitment to excellence. We are grateful to 

have someone of your caliber on our team. 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 

[Your Contact Information] 


