
Commendation Letter 

Date: [Insert Date] 

To: [Recipient's Name]  

[Recipient's Position]  

[Company Name]  

[Company Address] 

Dear [Recipient's Name], 

I am thrilled to extend my heartfelt congratulations on your recent promotion to [New Position]. 

Your dedication, hard work, and commitment to excellence have truly distinguished you as a 

valuable asset to our team. 

Your innovative ideas and leadership skills have not only contributed to the success of our 

projects but have also inspired your colleagues to reach their full potential. I have no doubt that 

you will excel in your new role and continue to make significant contributions to [Company 

Name]. 

Once again, congratulations on this well-deserved achievement. We are excited to see all that 

you will accomplish in the future. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


