Letter of Recognition

Date: [Insert Date]

[Recipient's Name]
[Recipient's Position]
[Company/Organization Name]
[Address Line 1]

[Address Line 2]

Dear [Recipient's Name],

| am pleased to take this opportunity to formally recognize you for your exemplary service,
dedication, and effort over the past [insert time period]. Your contributions have significantly
impacted our team and organization.

Your commitment to excellence, unwavering professionalism, and tireless hard work have not
gone unnoticed. [Insert specific examples of contributions or achievements].

Thank you for your extraordinary efforts and for being a valuable member of our team. We look
forward to your continued success and contributions in the future.

Sincerely,
[Your Name]
[Your Position]

[Company/Organization Name]



