
[Your Name]  

[Your Position]  

[Your Organization/Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Organization/Company]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well.  

I am writing to formally recognize and commend your exemplary 

contribution to [specific project, task, or achievement]. Your efforts in 

[describe specific actions or qualities] have made a significant impact 

on [team, organization, or community].  

[Provide a specific example or story that highlights their 

contributions.]  

Your dedication and commitment serve as an inspiration to others, and I 

truly appreciate the positive influence you have within our organization.  

Thank you once again for your hard work and dedication. I look forward to 

seeing your continued success in the future.  

Warm regards,  

[Your Name]  

[Your Position] 


