
Commendation Letter 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Your Name] 

Subject: Commendation for Your Outstanding Performance 

Dear [Employee's Name], 

I am writing to formally commend you for your remarkable performance in your first 

employment role with us at [Company Name]. Your dedication, hard work, and enthusiasm have 

truly set a positive tone for our team. 

Since your start date on [Start Date], you have consistently exceeded expectations. Your ability 

to [mention specific achievement or quality] has not only contributed to our goals but has also 

inspired your colleagues. 

We are thrilled to have you as part of our team and look forward to your continued growth and 

success within the company. Keep up the excellent work! 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 


