Recognition of Outstanding Service

Date: [Insert Date]

To: [Recipient's Name]

[Recipient's Position]

[Company/Organization Name]

[Company/Organization Address]

Dear [Recipient's Name],

I am writing to formally recognize your exceptional service and dedication that you have
consistently demonstrated at [Company/Organization Name]. Your willingness to go above and
beyond in your role has not gone unnoticed and is greatly appreciated.

On [specific occasion or project], your efforts in [describe specific actions taken] significantly
contributed to [positive outcome]. Your attention to detail and commitment to excellence truly

sets a standard for all of us.

Thank you for your hard work and for embodying the values of our organization. We are proud
to have you as a part of our team. Keep up the great work!

Sincerely,
[Your Name]
[Your Position]

[Company/Organization Name]



