
Commendation Letter 

Date: [Insert Date] 

To: [Colleague's Name] 

From: [Your Name] 

Subject: Commendation for Your Outstanding Support 

Dear [Colleague's Name], 

I am writing to formally commend you for the exceptional morale-boosting efforts you have 

demonstrated within our team. Your positive attitude and unwavering support have made a 

significant difference in our workplace. 

Your ability to uplift our spirits during challenging times has not gone unnoticed. Your 

encouragement and enthusiasm encourage collaboration and foster a sense of unity among team 

members. 

Thank you for being a source of inspiration and for always going the extra mile to support your 

colleagues. Your contributions are truly invaluable. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


