
Commendation Letter 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

I am writing to formally commend you on your recent career progression within [Company 

Name]. Your commitment to excellence and your ability to embrace new challenges have not 

gone unnoticed. 

Your promotion to [New Position] is a testament to your hard work, dedication, and the positive 

impact you have on our team. It is remarkable to see how you have taken on your responsibilities 

and continuously sought ways to contribute to our goals. 

We are excited to see how you will continue to grow in this new role and look forward to your 

ongoing contributions to the company. 

Once again, congratulations on this well-deserved advancement. Please feel free to reach out if 

you need any assistance as you transition into your new position. 

Sincerely, 

[Your Name] 

[Your Job Title] 


