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[Your Name]
Company Name
Street Address
City, ST ZIP Code
October 15, 2018
To Whom It May Concern

Dear Recipient Name:
This letter is written for the [Text] department to the commendation of Mr./Ms. [Name Here] for promotion. We would like to ensure the promotion based on exceptional performance he/she is showing in work as well as other workplace ethics, manners, and responsibilities.

Mr./Ms. [Name Here] has been working with us since [Time] and we have acknowledged his/her excellent performance both by the supervisors, colleagues, staff members, and cameras.

He/She works very diligently and in quite a professional manner. Yet his/her work in filled with creativity which yields a better productivity increased by some percentage. His/her behavior with colleagues and extra staff is noble and kind. No complaint has been made against him/her for the past [X] years.

He /she never indulges in time-wasting activities like having gossip party at the office or just wandering around doing absolutely nothing. He/she is hardworking enough to give extra hours to the work if not completed. Well organized and responsible are the two words suits him/her the most. His/her work abilities are far better than any other worker at his/her and even above her rank. He/she deserves a better rank to show his/her skills in a broader spectrum.

This recommendation has been made in the company benefit and we are quite sure that to increase our company reputation and productivity this commendation will be considered as soon as possible.

If you would like additional information about [Name Here], you can telephone me at (425) 555-0156.
Sincerely,
[Your Name]
Title


