
Commendation Letter 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I am writing to formally commend you for your exceptional contributions to our team during 

[specific project or time period]. Your dedication and commitment have significantly impacted 

our success. 

Your ability to [mention specific skills or contributions] has not only helped in achieving our 

goals but has also inspired your colleagues to strive for excellence. The [mention specific project 

or task] you led was particularly impressive, showcasing your talent for [mention specific 

qualities]. 

Thank you once again for your hard work and commitment. We are fortunate to have you on our 

team.  

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


