
Commendation Letter 

Date: [Insert Date] 

To: [Team Member's Name] 

From: [Your Name] 

Subject: Commendation for Outstanding Performance 

 

Dear [Team Member's Name], 

I am writing to formally commend you for your exemplary performance and unwavering 

reliability as a member of our team. Your consistent dedication, professionalism, and 

collaborative spirit have greatly contributed to our collective success. 

Your work on [specific project or task] demonstrated not only your technical skills but also your 

ability to collaborate effectively with your colleagues. Your attention to detail and commitment 

to meeting deadlines have not gone unnoticed. 

Thank you for your hard work and perseverance. You are a vital asset to our team, and I look 

forward to witnessing your continued growth and contributions. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Company] 


