
Commendation Letter for [Employee's 

Name] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

I am writing to formally commend [Employee's Name] for outstanding performance and 

significant contributions to our team that have led to their recent career advancement to [New 

Position]. 

Since joining [Company Name], [Employee's Name] has consistently demonstrated exceptional 

skill in [specific skills or contributions]. Their dedication and innovative approaches have greatly 

enhanced our projects and team dynamics. 

Throughout their time in the [Previous Position], [Employee's Name] exceeded expectations by 

[provide specific examples of achievements]. Their ability to [mention specific qualities, e.g., 

lead, collaborate, problem-solve] has been invaluable to our organization. 

I believe that [Employee's Name] will continue to excel in their new role and make a positive 

impact on our future projects. I fully support their career advancement and look forward to 

witnessing their continued growth within the company. 

Thank you for your attention to this commendation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


