Letter of Commendation

Date: [Insert Date]

Dear [Recipient's Name],

| am writing to extend my heartfelt congratulations on your recent promotion to [New Position].
Your hard work, dedication, and exemplary performance have truly earned you this well-
deserved recognition.

Your ability to lead and inspire those around you has always been evident. With your vision and
commitment to excellence, 1 am confident that you will excel in your new role and continue to
make a significant impact within our organization.

Wishing you all the best as you take on this new challenge. I look forward to seeing your
continued success and the positive changes that you will bring to the team.

Once again, congratulations on your promotion!
Sincerely,

[Your Name]

[Your Position]

[Your Company]



