
Commendation Letter 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Commendation for Meeting Goals 

 

Dear [Recipient's Name], 

I am writing to formally commend you on your outstanding performance in achieving the goals 

set for [specific project or period]. Your dedication, hard work, and determination were evident 

and have significantly contributed to our team's success. 

Your achievement of [specific goal] not only demonstrates your commitment but also sets a 

benchmark for excellence within the team. Your ability to [specific skill or action] has made a 

valuable impact and is greatly appreciated. 

Thank you for your hard work and contribution. Keep up the excellent work! 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


