
Letter of Commendation 

Date: [Insert Date] 

To Whom It May Concern, 

I am writing to formally commend [Name], who has dedicated their time and efforts as a support 

personnel at [University Name]. Their unwavering commitment and exceptional service have 

significantly contributed to the success and well-being of our students and staff. 

[Name] consistently goes above and beyond in their role, demonstrating exemplary skills in 

[mention specific skills or tasks]. Their positive attitude and willingness to assist others create a 

supportive environment that enhances our university community. 

In recognition of their outstanding contributions, I wholeheartedly recommend [Name] for any 

future opportunities or accolades they may pursue. Their dedication is truly commendable. 

Thank you for considering this commendation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Department] 

[University Name] 

[Contact Information] 


