
Letter of Commendation 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

 

I am writing to formally commend you for the exceptional assistance you provided during my 

recent visit to [Company Name/Service]. Your dedication to customer service and your 

willingness to go above and beyond to ensure that my needs were met did not go unnoticed. 

From the moment I entered the store/called customer service, you greeted me with a warm smile 

and an eagerness to help. You took the time to understand my concerns, provided clear and 

detailed information, and guided me through the solutions available to me. Your expertise and 

patience were greatly appreciated. 

It is employees like you that enhance the reputation of [Company Name]. Thank you once again 

for your outstanding service. I look forward to my next interaction with your team. 

 

Sincerely, 

 

[Your Name] 

[Your Position] 

[Your Company, if applicable] 

[Your Contact Information] 


