
Letter of Commendation 

Date: [Insert Date] 

To Whom It May Concern, 

I am writing to express my sincere commendation for [Coworker's Name] regarding their recent 

career advancement to [New Position] at [Company Name]. I have had the pleasure of working 

alongside [Coworker's Name] for [Duration] and can attest to their exceptional skills and 

dedication. 

[Coworker's Name] has consistently demonstrated a strong work ethic, innovative thinking, and 

outstanding teamwork. Their contributions to [specific project or task] significantly impacted our 

team's success and efficiency. 

Beyond their professional qualifications, [Coworker's Name] is a remarkable individual, greatly 

respected by peers and management alike. Their leadership qualities and ability to motivate 

others will undoubtedly serve them well in their new role. 

I wholeheartedly support [Coworker's Name] in this advancement and am confident they will 

continue to excel and inspire. Please feel free to contact me if you require further information. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


