Commendation for Superior Secretarial Skills

Date:
To: [Employee's Name]
From: [Your Name]

Subject: Commendation for Exceptional Performance

Dear [Employee's Name],

I am writing to formally commend you for your outstanding secretarial skills and your
remarkable contributions to our team. Your ability to manage multiple tasks efficiently and
maintain a high level of organization has not gone unnoticed.

Your attention to detail in handling correspondence, scheduling, and document preparation has
significantly improved our office workflow. Furthermore, your proactive attitude and ability to
anticipate the needs of the team have greatly contributed to our success.

Thank you for your hard work and dedication. We are fortunate to have you as a vital part of our
organization.

Sincerely,
[Your Name]
[Your Position]

[Company Name]



