Commendation Letter

Date: [Insert Date]

To: [Recipient's Name]

Position: [Recipient's Position]

Company: [Recipient's Company]

Address: [Recipient's Address]

Dear [Recipient's Name],

I am writing to formally commend you and your team for the exceptional work accomplished on
the [Project Name]. Your dedication and commitment have led to the successful achievement of
key project milestones.

Specifically, your efforts in [detail specific milestones or achievements] have not only met but
exceeded our expectations. This accomplishment reflects the hard work and perseverance you

demonstrated throughout the project.

Your contributions are deeply appreciated, and | look forward to seeing what you and your team
will achieve in future projects. Please extend my gratitude to all team members involved.

Congratulations on this achievement!
Sincerely,

[Your Name]

[Your Position]

[Your Company]



