
Letter of Commendation 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Commendation for Service Excellence Recognition 

 

Dear [Recipient's Name], 

I am writing to formally commend you for your outstanding service and dedication to excellence 

in your role as [Recipient's Position/Role]. Your commitment to [specific achievements or 

contributions] has significantly enhanced our organization's reputation and effectiveness. 

Your efforts in [describe specific instances or projects] have not only met but exceeded 

expectations. Your ability to [mention specific skills or attributes] has been an invaluable asset to 

our team. 

Thank you for your hard work and commitment to excellence. We appreciate your contributions 

and look forward to your continued success. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


