
Commendation Letter 

Date: ___________ 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am delighted to formally commend you on your new role as [New Position] within 

[Organization Name]. This achievement is a testament to your hard work, dedication, and 

exceptional skills. 

We have witnessed your contributions and commitment, and we are confident that you will excel 

in this new capacity. Your leadership qualities and ability to inspire your team will undoubtedly 

bring success to your department and the organization as a whole. 

Once again, congratulations on this well-deserved recognition. We look forward to seeing your 

continued growth and success. 

Best regards, 

[Your Name] 

[Your Position] 

[Organization Name] 


