Letter of Recognition
Date: [Insert Date]

To: [Employee's Name]

From: [Your Name]

Subject: Recognition for Outstanding Administrative Excellence

Dear [Employee's Name],

| am writing to formally recognize your exceptional performance in your administrative duties.
Your dedication and hard work have not gone unnoticed, and | want to acknowledge your
contributions that have significantly impacted our team's success.

Your ability to manage multiple tasks with precision and efficiency, especially during [specific
project or time], has proven invaluable. The extra effort you put into [specific examples, e.g.,
organizing schedules, managing communications, etc.] has made a noticeable difference in our
workflow and productivity.

Thank you once again for your commitment and passion. Your efforts are truly appreciated, and
I look forward to seeing your continued success within our organization.

Sincerely,
[Your Name]

[Your Position]



