
HOW TO WRITE A RECOMMENDATION LETTER FOR A JOB WELL DONE

Commendation letters praise someone for doing a task well above average. You might use one to boost morale in the
workplace, because.

Basics Send the letter as soon as possible after the event or project you're thanking the person for, ideally
within 24 hours and no more than two days later. I had only a vague notion of what I needed, but you
translated it into a very useful and durable product. Closing End your letter by looking toward the future. We
are proud to have you as part of our team and look forward to your future contributions. If you do not know
the person well or do not think you can confidently recommend the person for the job, you should say no. In
the cover letter, provide specific examples of times in which the employee demonstrated various traits or skills
required for the job. Welcome to the [company name] Award Program. For example, for an extroverted
person, mention that you appreciate his enthusiasm. Keep the letter to one page. Additionally, all student
employees and interns in the department reported to Linda who assigned and supervised their work.
Summarize Why Recipient is Exemplary Before closing the letter, say what impressed you most about the
person. Taylor" or "Dear Ms. Your hard work and dedication has really helped us out during a difficult time in
our company. Linda will be sorely missed by department members and the entire faculty and administrative
staff we serve. I want to commend you for your efforts on the Doe project. When formatting your
recommendation letter , use single-spaced type with a space between each paragraph. With Deep Appreciation
for a job well done, Andrea Zimmerman. The new system that you lobbied for is already on the way to helping
the company realize a robust return on investment, and that has the board of directors singing your praises to
as you were the one who introduced this system to the company and lobbied for its purchase and
implementation. You may even be asked to draft a reference letter for your reference writer to use as a starting
point for their own letter. Close by Thanking Recipient You may write the letter to the individual or company
that provided the service, a collection of people such as a supervisor and her staff, or the honoree's boss. I
know that you put in a tremendous number of hours during the research into a new system, the installation,
implementation and employee training time. Opening If you don't know the person well, open with a formal
salutation such as "Dear Mr. Example: I would like to congratulate you on your unparalleled work on the
'Customer Revive' project. Linda was an effective contributor to our department's success. Dear Wendy, I
want to take the time to let you know what an excellent job you did on the company wide system conversion
last week. When I gave her the assignment, I asked her to provide me with a spreadsheet of inactive customers
in our sales database. While working on the 'Customer Revive' project, she consistently took the initiative to
perform additional tasks and completed them with no extra financial reward. Commendation letters don't just
cite employment relationships. Align your text to the left, and use 1-inch margins all around. Reference Letter
for Employment Example This is a reference letter for employment example. Etiquette experts usually
recommend sending a handwritten or typed letter for a more personal touch, but if you know the person well
and frequently communicate by e-mail, that's also appropriate. State Reason for Commendation In one or two
paragraphs, say why the person is worthy of your commendation. Please contact me if you want or need
additional information. For example, "I know you gave up several Saturdays to ensure we met the client's
deadline," or "Thanks to your problem-solving skills, the department is operating more efficiently than ever.
Related Articles. E-mail programs format text differently, so what looks neatly formatted in your e-mail
program may have problems in the recipient's e-mail. For a more introverted person, tell him you depend on
his support. Nevertheless, the old-fashioned letter of appreciation for a job well done is still an excellent way
to show gratitude to someone who exceeded expectations at work or in some other area. Download the
reference letter for employment template compatible with Google Docs and Word Online or see below for
more examples. Linda was the official face of the department to the university.


