AWARD RECOMMENDATION LETTER SAMPLE

AW ARD RECOMMENDATION LETTER SAMPLE

W/HEN IT COMES TO RECOGNIZING OUTSTANDING INDIVIDUALS FOR THEIR ACHIEVEMENTS, CONTRIBUTIONS, OR SERVICE, AN
AWARD RECOMMENDATION LETTER PLAYS A PIVOTAL ROLE IN HIGHLIGHTING THE NOMINEE’S QUALITIES AND JUSTIFYING THEIR
SELECTION. A WELL-CRAFTED RECOMMENDATION LETTER NOT ONLY PROVIDES CREDIBILITY TO THE CANDIDATE BUT ALSO HELPS
AWARD COMMITTEES MAKE INFORMED DECISIONS. \W/HETHER YOU ARE A SUPERVISOR, COLLEAGUE, MENTOR, OR COMMUNITY
LEADER, UNDERSTANDING HOW TO STRUCTURE AN EFFECTIVE AW ARD RECOMMENDATION LETTER IS ESSENTIAL. THIS ARTICLE
OFFERS AN IN-DEPTH GUIDE, COMPLETE WITH SAMPLE LANGUAGE, TIPS, AND BEST PRACTICES TO HELP YOU WRITE COMPELLING
RECOMMENDATION LETTERS THAT STAND OUT.

UNDERSTANDING THE PURPOSE OF AN AWARD RECOMMENDATION LETTER

BEFORE DIVING INTO THE STRUCTURE AND CONTENT, IT’S IMPORTANT TO GRASP THE FUNDAMENTAL PURPOSE OF AN AWARD
RECOMMENDATION LETTER.

HIGHLIGHTING THE CANDIDATES ACHIEVEMENTS AND QUALITIES

THE PRIMARY GOAL IS TO SHOWCASE THE CANDIDATE’S ACCOMPLISHMENTS, CHARACTER, AND SUITABILITY FOR THE AW ARD. IT
SHOULD PROVIDE CONCRETE EXAMPLES OF THEIR WORK, IMPACT, AND DEDICATION.

PRoOVIDING CREDIBILITY AND SUPPORT

A RECOMMENDATION LETTER SHOULD VALIDATE THE CANDIDATE’S CLAIMS THROUGH SPECIFIC INSTANCES AND PERSONAL
INSIGHTS, ADDING WEIGHT TO THEIR NOMINATION.

PERSUADING THE SELECTION COMMITTEE

THE LETTER AIMS TO PERSUADE THE COMMITTEE THAT THE NOMINEE IS DESERVING, ALIGNING THEIR QUALITIES WITH THE
AWARD’S CRITERIA.

Key COMPONENTS OF AN EFFECTIVE AWARD RECOMMENDATION LETTER

AN IMPACTFUL RECOMMENDATION LETTER TYPICALLY INCLUDES SEVERAL ESSENTIAL PARTS, EACH SERVING A DISTINCT PURPOSE.

1. INTRODUCTION

- STATE YOUR RELATIONSHIP TO THE NOMINEE AND HOW LONG YOU HAVE KNOWN THEM.
- MENTION THE PURPOSE OF THE LETTER AND THE SPECIFIC AWARD THEY ARE BEING CONSIDERED FOR.



SAMPLE OPENING: “| AM DELIGHTED TO RECOMMEND JANE DOE FOR THE OUTSTANDING COMMUNITY SERVICE AWARD. AS HER
SUPERVISOR FOR THE PAST THREE YEARS AT XY Z NONPROFIT, | HAVE HAD THE PLEASURE OF WITNESSING HER EXCEPTIONAL
DEDICATION FIRSTHAND.”

2. EXPLANATION OF QUALIFICATIONS

- DESCRIBE THE NOMINEE’S RELEVANT SKILLS, QUALITIES, AND EXPERIENCES.
- USE SPECIFIC EXAMPLES THAT DEMONSTRATE THEIR ACHIEVEMENTS AND CHARACTER TRAITS.

SAMPLE: “_JANE)S INNOVATIVE FUNDRAISING INITIATIVES HAVE RESULTED IN A 500/0 INCREASE IN DONATIONS, DIRECTLY
IMPACTING OUR COMMUNITY PROGRAMS. HER LEADERSHIP AND COMPASSION HAVE INSPIRED OUR TEAM AND BENEFICIARIES ALIKE.

>

3. EVIDENCE OF IMPACT

- PROVIDE CONCRETE EVIDENCE OF THE CANDIDATE’S CONTRIBUTIONS AND ACCOMPLISHMENTS.
- INCLUDE QUANTIFIABLE METRICS, AW ARDS, RECOGNITIONS, OR TESTIMONIALS.

SAMPLE: “UNDER HER GUIDANCE, OUR ORGANIZATION RECEIVED THE ‘BEST NONPROFIT AWARD’ LAST YEAR, RECOGNIZING HER
OUTSTANDING LEADERSHIP AND COMMITMENT.”

4. PERSONAL ENDORSEMENT

- SHARE YOUR PERSONAL OPINION ON WHY THE CANDIDATE DESERVES THE AWARD.
- EMPHASIZE THEIR CHARACTER, DEDICATION, AND POTENTIAL FOR CONTINUED EXCELLENCE.

SAMPLE: “JANE EXEMPLIFIES INTEGRITY AND PERSEVERANCE, EMBODYING THE SPIRIT OF SERVICE THAT THIS AWARD AIMS TO
HONOR.”

5. CoNncLusioN

- SUMMARIZE YOUR RECOMMENDATION AND EXPRESS CONFIDENCE IN THE NOMINEE.
- OFFER TO PROVIDE ADDITIONAL INFORMATION IF NEEDED.

SAMPLE: “| WHOLEHEARTEDLY ENDORSEJANE DOE FOR THIS AWARD AND AM CONFIDENT SHE WILL CONTINUE TO MAKE
MEANINGFUL CONTRIBUTIONS. PLEASE FEEL FREE TO CONTACT ME FOR FURTHER INSIGHTS.”

SAMPLE AWARD RECOMMENDATION LETTER
BELO\X/ IS A COMPREHENSIVE SAMPLE LETTER TO SERVE AS A TEMPLATE OR INSPIRATION.
Dear AwArDS COMMITTEE,

| AM HONORED TO WRITE THIS LETTER OF RECOMMENDATION FOR MR. JOHN SMITH FOR THE EMPLOYEE EXCELLENCE AWARD. AS
HIS DIRECT SUPERVISOR AT ABC CORPORATION FOR THE PAST FIVE YEARS, | HAVE HAD THE PRIVILEGE OF OBSERVING HIS



REMARKABLE GROWTH, DEDICATION, AND LEADERSHIP FIRSTHAND.

THROUGHOUT HIS TENURE,JOHN HAS CONSISTENTLY DEMONSTRATED EXCEPTIONAL PROFESSIONALISM AND INNOVATION. His
INITIATIVE TO REDESIGN OUR CUSTOMER SERVICE TRAINING PROGRAM INCREASED CLIENT SATISFACTION SCORES BY 200/0 WITHIN
SIX MONTHS. HE PROACTIVELY MENTORS NEW EMPLOYEES, FOSTERING A COLLABORATIVE AND POSITIVE WORK ENVIRONMENT.

BEYOND HIS TANGIBLE ACCOMPLISHMENTS,JOHN EXEMPLIFIES INTEGRITY AND RESILIENCE. DURING A CHALLENGING PERIOD WHEN
OUR TEAM FACED UNFORESEEN PROJECT DELAYS, HE MAINTAINED A POSITIVE ATTITUDE, MOTIVATED HIS COLLEAGUES, AND
DELIVERED RESULTS THAT EXCEEDED EXPECTATIONS. HIS CONTRIBUTIONS HAVE SIGNIFICANTLY IMPACTED OUR COMPANY’S
SUCCESS AND CULTURE.

| FIRMLY BELIEVE THATJOHN)S UNWAVERING COMMITMENT TO EXCELLENCE AND HIS LEADERSHIP QUALITIES MAKE HIM AN IDEAL
CANDIDATE FOR THIS AWARD. HIS PASSION FOR CONTINUOUS IMPROVEMENT AND SERVICE TO OTHERS ALIGNS PERFECTLY WITH
THE VALUES THIS RECOGNITION PROMOTES.

THANK YOU FOR CONSIDERING THIS RECOMMENDATION. | AM CONFIDENT THATJOHN WILL CONTINUE TO EXCEL AND INSPIRE
OTHERS. PLEASE DO NOT HESITATE TO CONTACT ME IF YOU REQUIRE FURTHER INFORMATION.

SINCERELY,

JANE DoE

SENIOR MANAGER

XYZ CorRPORATION

EMAIL: JANE.DOEATXYZCORP.COM
PHone: (555) 123-4567

TiPs FOR WRITING AN EFFECTIVE AWARD RECOMMENDATION LETTER

T o MAXIMIZE THE IMPACT OF YOUR RECOMMENDATION, KEEP THESE TIPS IN MIND:

TAILOR THE LETTER TO THE AWARD CRITERIA

- UNDERSTAND WHAT THE AWARD VALUES MOST——LEADERSHIP, INNOVATION, COMMUNITY SERVICE, ETC.—AND EMPHASIZE
THOSE QUALITIES.

Be SpeciFic AND USe EXAMPLES

- AVOID VAGUE PRAISE;, PROVIDE CONCRETE STORIES AND DATA TO SUPPORT YOUR CLAIMS.

MAINTAIN A PosiTIVE AND GENUINE T ONE

- WRITE SINCERELY, HIGHLIGHTING AUTHENTIC ADMIRATION AND RESPECT.



Keep THE LETTER CONCISE AND FOCUSED

- AIMFOR 1-2 PAGES, ENSURING CLARITY AND RELEVANCE.

PROOFREAD THOROUGHLY

- CHECK FOR GRAMMATICAL ERRORS AND ENSURE PROFESSIONALISM.

CoMMON MISTAKES TO AvolD

o (GENERIC LANGUAGE LACKING SPECIFIC EXAMPLES
e OVERLY LENGTHY OR UNFOCUSED CONTENT

EXAGGERATIONS OR FALSE CLAIMS

FAILING TO ALIGN WITH THE AWARD’S CRITERIA

® NEGLECTING TO PERSONALIZE THE LETTER

CoNCLUSION

AN AW ARD RECOMMENDATION LETTER IS A POWERFUL TOOL THAT CAN SIGNIFICANTLY INFLUENCE THE RECOGNITION OF
DESERVING INDIVIDUALS. BY UNDERSTANDING ITS PURPOSE, STRUCTURING IT EFFECTIVELY, AND PROVIDING COMPELLING EVIDENCE
OF THE NOMINEE’S QUALITIES, YOU CAN CREATE A PERSUASIVE AND MEMORABLE ENDORSEMENT. \WHETHER YOU ARE WRITING A
FORMAL LETTER FOR A PROFESSIONAL AWARD OR A COMMUNITY HONOR, ADHERING TO BEST PRACTICES ENSURES YOUR
RECOMMENDATION STANDS OUT AND GENUINELY REFLECTS THE NOMINEE’S DESERVINGNESS. REMEMBER, YOUR WORDS CAN HELP
HONOR ACHIEVEMENTS, INSPIRE CONTINUED EXCELLENCE, AND MOTIVATE OTHERS TO STRIVE FOR GREATNESS.

FREQUENTLY AskeD QUESTIONS

\W/HAT SHOULD BE INCLUDED IN AN AWARD RECOMMENDATION LETTER SAMPLE?

AN AWARD RECOMMENDATION LETTER SHOULD INCLUDE THE RECOMMENDER'S RELATIONSHIP TO THE NOMINEE, SPECIFIC
ACHIEVEMENTS AND QUALITIES OF THE NOMINEE, REASONS WHY THEY DESERVE THE AWARD, AND A CLOSING STATEMENT
ENDORSING THEIR CANDIDACY.

How cAN | MAKE MY AWARD RECOMMENDATION LETTER SAMPLE STAND OUT?

T o MAKE YOUR RECOMMENDATION LETTER STAND OUT, INCLUDE SPECIFIC EXAMPLES OF THE NOMINEE'S ACCOMPLISHMENTS,
QUANTIFY THEIR IMPACT WHEN POSSIBLE, AND PERSONALIZE THE LETTER TO REFLECT THEIR UNIQUE QUALITIES AND



CONTRIBUTIONS.

ARE THERE ANY TEMPLATES AVAILABLE FOR AWARD RECOMMENDATION LETTERS?

YES, MANY WEBSITES AND ORGANIZATIONS PROVIDE FREE TEMPLATES FOR AW ARD RECOMMENDATION LETTERS THAT CAN BE
CUSTOMIZED TO FIT THE SPECIFIC AN ARD AND NOMINEE.

\WHAT IS THE IDEAL LENGTH FOR AN AWARD RECOMMENDATION LETTER SAMPLE?

THE IDEAL LENGTH IS TYPICALLY ONE TO TWO PAGES, ENSURING IT IS DETAILED ENOUGH TO HIGHLIGHT KEY ACHIEVEMENTS
WITHOUT BEING OVERLY LENGTHY OR REPETITIVE.

How CAN | TAILOR AN AWARD RECOMMENDATION LETTER SAMPLE FOR DIFFERENT
AWARDS?

CUSTOMIZE THE LETTER BY EMPHASIZING QUALITIES AND ACCOMPLISHMENTS MOST RELEVANT TO THE SPECIFIC AW ARD CRITERIA,
AND ADJUST THE TONE AND EXAMPLES TO ALIGN WITH THE AWARD'S FOCUS.

\W/HAT TONE SHOULD | USE IN AN AWARD RECOMMENDATION LETTER SAMPLE?

Use A PROFESSIONAL, POSITIVE, AND SINCERE TONE THAT CLEARLY EXPRESSES YOUR SUPPORT AND CONFIDENCE IN THE
NOMINEE'S ABILITIES.

CAN | USE A GENERAL AWARD RECOMMENDATION LETTER SAMPLE FOR MULTIPLE
NOMINATIONS?

IT'S BEST TO PERSONALIZE EACH LETTER TO REFLECT THE SPECIFIC ACHIEVEMENTS AND QUALITIES OF EACH NOMINEE, RATHER
THAN USING A GENERIC TEMPLATE FOR MULTIPLE NOMINATIONS.

How po | END AN AWARD RECOMMENDATION LETTER SAMPLE EFFECTIVELY?

CONCLUDE WITH A STRONG ENDORSEMENT STATEMENT, OFFER TO PROVIDE ADDITIONAL INFORMATION IF NEEDED, AND THANK THE
RECIPIENT FOR CONSIDERING THE NOMINATION.

\YWHAT COMMON MISTAKES SHOULD | AVOID IN AN AWARD RECOMMENDATION LETTER
SAMPLE?

AVOID VAGUE LANGUAGE, EXAGGERATIONS, GRAMMATICAL ERRORS, AND FAILING TO TAILOR THE LETTER TO THE SPECIFIC
AWARD AND NOMINEE. BE HONEST AND SPECIFIC IN YOUR PRAISE.

IS IT APPROPRIATE TO INCLUDE PERSONAL ANECDOTES IN AN AWARD RECOMMENDATION
LETTER SAMPLE?

YES, INCLUDING RELEVANT PERSONAL ANECDOTES CAN EFFECTIVELY ILLUSTRATE THE NOMINEE’S QUALITIES AND MAKE THE
RECOMMENDATION MORE COMPELLING.

ADDITIONAL RESOURCES

AwARD RECOMMENDATION LETTER SAMPLE: A COMPREHENSIVE GUIDE TO CRAFTING EFFECTIVE ENDORSEMENTS

W/HEN IT COMES TO RECOGNIZING OUTSTANDING ACHIEVEMENTS, AWARDS SERVE AS A FORMAL ACKNOWLEDGMENT OF AN



INDIVIDUAL'S OR ORGANIZATION'S EXCELLENCE. ONE OF THE MOST VITAL TOOLS IN THIS PROCESS IS THE AWARD
RECOMMENDATION LETTER. A WELL-STRUCTURED RECOMMENDATION LETTER CAN SIGNIFICANTLY INFLUENCE THE SELECTION
PROCESS, HIGHLIGHTING THE CANDIDATE’S STRENGTHS AND QUALIFICATIONS CONVINCINGLY. IN THIS GUIDE, WE DELVE INTO THE
ESSENTIALS OF AN AW ARD RECOMMENDATION LETTER SAMPLE, PROVIDING YOU WITH DETAILED INSIGHTS, PRACTICAL TIPS, AND
SAMPLE STRUCTURES TO CRAFT COMPELLING ENDORSEMENTS.

UNDERSTANDING THE PURPOSE OF AN AWARD RECOMMENDATION LETTER

AN AW ARD RECOMMENDATION LETTER PLAYS A PIVOTAL ROLE IN THE NOMINATION PROCESS. |TS PRIMARY OBJECTIVES ARE:

- To ENDORSE THE CANDIDATE’S SUITABILITY FOR THE AWARD.

- TO HIGHLIGHT THE CANDIDATE’S ACHIEVEMENTS, QUALITIES, AND CONTRIBUTIONS.
- TO PROVIDE CREDIBILITY THROUGH SPECIFIC EXAMPLES AND OBSERVATIONS.

- TO PERSUADE THE AWARD COMMITTEE OF THE CANDIDATE’S EXCEPTIONAL MERIT.

A STRONG RECOMMENDATION LETTER CAN MAKE THE DIFFERENCE BETWEEN A CANDIDATE BEING SHORTLISTED OR OVERLOOKED.
THEREFORE, UNDERSTANDING ITS PURPOSE SETS THE FOUNDATION FOR AN EFFECTIVE DRAFT.

Key ELEMENTS OF AN AWARD RECOMMENDATION LETTER SAMPLE

A COMPREHENSIVE RECOMMENDATION LETTER TYPICALLY CONTAINS SEVERAL CRITICAL COMPONENTS. HERE’S AN IN-DEPTH LOOK
AT EACH:

1. SALUTATION AND OPENING

- PERSONALIZE THE SALUTATION WHENEVER POSSIBLE. USE THE NAME OF THE COMMITTEE CHAIR OR THE SPECIFIC AW ARD
COORDINATOR.

- START WITH A COMPELLING OPENING STATEMENT THAT CLEARLY STATES YOUR PURPOSE—ENDORSING THE CANDIDATE FOR
THE AW ARD.

ExAMPLE:
_"IT IS WITH GREAT ENTHUSIASM THAT | RECOMMEND JANE DOE FOR THE 2024 EXCELLENCE IN COMMUNITY SERVICE AWARD.”

2. INTRODUCTION OF THE RECOMMENDER

- BRIEFLY INTRODUCE YOURSELF, YOUR POSITION, AND YOUR RELATIONSHIP WITH THE CANDIDATE.
- ESTABLISH YOUR CREDIBILITY AS SOMEONE QUALIFIED TO EVALUATE THE CANDIDATE’S MERITS.

EXAMPLE:

_"As THe DIRECTOR OF COMMUNITY OUTREACH AT XY Z ORGANIZATION, | HAVE HAD THE PLEASURE OF WORKING CLOSELY
WITH JANE DOE FOR OVER FIVE YEARS.”

3. CANDIDATE’S BACKGROUND AND QUALIFICATIONS



- SUMMARIZE THE CANDIDATE’S RELEVANT BACKGROUND, INCLUDING THEIR ROLE, RESPONSIBILITIES, AND TENURE.
- HIGHLIGHT SPECIFIC SKILLS, EXPERTISE, OR QUALITIES PERTINENT TO THE AW ARD.

ExXAMPLE:
_"JANE HAS DEMONSTRATED EXCEPTIONAL LEADERSHIP IN ORGANIZING MULTIPLE SUCCESSFUL INITIATIVES THAT HAVE
SIGNIFICANTLY IMPACTED OUR LOCAL COMMUNITY.”

4. SpeciFic ACHIEVEMENTS AND CONTRIBUTIONS

- USE CONCRETE EXAMPLES AND QUANTIFIABLE ACHIEVEMENTS TO SUBSTANTIATE CLAIMS.

- DESCRIBE PROJECTS, INITIATIVES, OR ACTIONS THAT SHOWCASE THE CANDIDATE’S EXCELLENCE.

- INCORPORATE METRICS OR OUTCOMES WHERE APPLICABLE; FOR EXAMPLE, INCREASED VOLUNTEER ENGAGEMENT BY 30%, OR
RAISED $50,000 FOR A CHARITABLE CAUSE.

BULLETED LIST OF ACHIEVEMENTS:
- LED A COMMUNITY HEALTH CAMPAIGN THAT REACHED OVER 10,000 RESIDENTS.

- INITIATED A MENTORSHIP PROGRAM THAT RESULTED IN 50 YOUTH SUCCESSFULLY GRADUATING FROM HIGH SCHOOL.
- ORGANIZED FUNDRAISING EVENTS TOTALING OVER $ 100,000 FOR LOCAL CHARITIES.

5. PersoNAL QUALITIES AND CHARACTER TRAITS

- HIGHLIGHT ATTRIBUTES SUCH AS INTEGRITY, DEDICATION, INNOVATION, TEAMWORK, OR RESILIENCE.
- PROVIDE ANECDOTES THAT DEMONSTRATE THESE QUALITIES IN ACTION.

EXAMPLE:

_”JANE)S UNWAVERING COMMITMENT TO SERVICE, EVEN IN CHALLENGING CIRCUMSTANCES, EXEMPLIFIES HER INTEGRITY AND
"
PASSION.

6. ALIGNMENT WITH THE AWARD’S CRITERIA

- EXPLICITLY CONNECT THE CANDIDATE’S QUALITIES AND ACHIEVEMENTS WITH THE SPECIFIC CRITERIA OR VALUES OF THE
A ARD.
- SHOW THAT THE CANDIDATE EMBODIES THE SPIRIT AND OBJECTIVES OF THE RECOGNITION.

ExXAMPLE:
_"THE AWARD EMPHASIZES COMMUNITY IMPACT AND LEADERSHIP, BOTH OF WHICH JANE HAS CONSISTENTLY EXEMPLIFIED.”

7. CLOSING ENDORSEMENT AND RECOMMENDATION

- SUMMARIZE YOUR STRONG SUPPORT.
- CLEARLY STATE YOUR ENDORSEMENT AND CONFIDENCE IN THE CANDIDATE’S SUITABILITY.

EXAMPLE:
"] WHOLEHEARTEDLY ENDORSE JANE DOE FOR THIS AWARD AND AM CONFIDENT SHE WILL CONTINUE TO MAKE MEANINGFUL
CONTRIBUTIONS.”

8. CONTACT INFORMATION

- OFFER YOUR CONTACT DETAILS FOR FURTHER INQUIRIES.



- REITERATE YOUR WILLINGNESS TO PROVIDE ADDITIONAL INFORMATION.

BesT PRACTICES FOR W/RITING AN EFFECTIVE AWARD RECOMMENDATION
LETTER

CREATING AN IMPACTFUL RECOMMENDATION LETTER INVOLVES CAREFUL PLANNING AND THOUGHTFUL EXECUTION. HERE ARE SOME
BEST PRACTICES:

1. Be SPeciFic AND CONCRETE

- AVOID VAGUE PRAISE; INSTEAD, PROVIDE SPECIFIC EXAMPLES, STORIES, OR DATA POINTS.
- CONCRETE EVIDENCE ADDS CREDIBILITY AND PERSUASIVENESS.

2. PERSONALIZE THE LETTER

- TAILOR THE CONTENT TO THE PARTICULAR AWARD AND CANDIDATE.
- DEMONSTRATE GENUINE KNOWLEDGE OF THE CANDIDATE’S WORK AND CHARACTER.

3. MAINTAIN A PROFESSIONAL TONE

- USE FORMAL LANGUAGE AND PROPER ETIQUETTE.
- KEEP THE TONE RESPECTFUL AND ENTHUSIASTIC.

4. HIGHLIGHT UNIQUE QUALITIES

- Focus ON WHAT DISTINGUISHES THE CANDIDATE FROM OTHERS.
- EMPHASIZE QUALITIES OR ACHIEVEMENTS THAT ALIGN WITH THE AWARD’S PURPOSE.

5. Keep IT CoONCISE BUT INFORMATIVE

- AIM FOR CLARITY AND BREVITY—TYPICALLY ONE TO TWO PAGES.
- PRIORITIZE THE MOST IMPACTFUL INFORMATION.

6. PROOFREAD AND EDIT

- CHECK FOR GRAMMATICAL ERRORS AND TYPOS.
- ENSURE THE LETTER FLOWS LOGICALLY AND IS FREE OF REDUNDANCIES.



SAMPLE OUTLINE OF AN AWARD RECOMMENDATION LETTER

BELOW IS A STRUCTURED OUTLINE YOU CAN ADAPT FOR YOUR OWN RECOMMENDATION LETTER:

1. SALUTATION
_"Dear AwarD COMMITTEE,”_ OR SPECIFIC NAME IF KNOWN.

2. INTRODUCTION
- STATE YOUR PURPOSE FOR WRITING.
- MENTION YOUR RELATIONSHIP WITH THE CANDIDATE.

3. CANDIDATE’S BACKGROUND
- SUMMARIZE THEIR ROLE, TENURE, AND RELEVANCE.

4. ACHIEVEMENTS AND CONTRIBUTIONS
- DESCRIBE NOTABLE ACCOMPLISHMENTS WITH SPECIFICS.

5. PersonAL QUALITIES
- HIGHLIGHT CHARACTER TRAITS WITH SUPPORTING ANECDOTES.

6. ALIGNMENT WITH AwARD CRITERIA
- CONNECT THE CANDIDATE’S QUALITIES TO THE AWARD'S GOALS.

7. STRONG ENDORSEMENT
- CLEARLY RECOMMEND THE CANDIDATE.

8. CoNTACT DETAILS
- OFFER YOUR PHONE NUMBER, EMAIL, OR OTHER CONTACT INFO.

SAMPLE AWARD RECOMMENDATION LETTER SAMPLE

[Your NAME]

[Your PosiTion]
[OrRGANIZATION]
[ADDRESS]

[CiTY, STATE, ZIP CopE]
[EMAIL ADDRESS)

[PHONE NUMBER]

[DATE]

DeAar AwARD SELECTION COMMITTEE,

| AM THRILLED TO WRITE THIS LETTER IN ENTHUSIASTIC SUPPORT OF Ms. JANE DOE’S NOMINATION FOR THE 2024 COMMUNITY
LEADERSHIP AWARD. AS THE DIRECTOR OF COMMUNITY OUTREACH AT XY Z ORGANIZATION, | HAVE HAD THE PRIVILEGE OF
WORKING CLOSELY WITH JANE FOR OVER FIVE YEARS, DURING WHICH TIME SHE HAS DISTINGUISHED HERSELF AS AN EXEMPLARY
LEADER AND DEDICATED ADVOCATE.

JANE)S BACKGROUND IN SOCIAL WORK, COMBINED WITH HER UNWAVERING COMMITMENT TO COMMUNITY SERVICE, MAKES HER AN
IDEAL CANDIDATE FOR THIS RECOGNITION. SHE CURRENTLY SERVES AS THE COORDINATOR OF OUR NEIGHBORHOOD
REVITALIZATION PROJECT, WHICH HAS TRANSFORMED UNDERSERVED AREAS AND EMPOWERED RESIDENTS TO TAKE OWNERSHIP OF
THEIR COMMUNITY.

THROUGHOUT HER TENURE/JANE HAS SPEARHEADED NUMEROUS INITIATIVES THAT HAVE HAD MEASURABLE IMPACTS. FOR
INSTANCE:



- LED A COMMUNITY HEALTH CAMPAIGN THAT REACHED OVER 10,000 RESIDENTS, RESULTING IN INCREASED AW ARENESS AND
PARTICIPATION IN WELLNESS PROGRAMS.

- ORGANIZED A MENTORSHIP PROGRAM PAIRING LOCAL YOUTH WITH PROFESSIONALS, LEADING TO OVER 50 STUDENTS
GRADUATING FROM HIGH SCHOOL AND PURSUING HIGHER EDUCATION OR VOCATIONAL TRAINING.

- Raisep over $100,000 THROUGH FUNDRAISING EVENTS TO SUPPORT LOCAL FOOD BANKS AND YOUTH CENTERS.

BEYOND HER IMPRESSIVE ACHIEVEMENTS, WHAT TRULY SETSJANE APART ARE HER PERSONAL QUALITIES. HER RESILIENCE,
EMPATHY, AND INNOVATIVE PROBLEM~SOLVING SKILLS ENABLE HER TO NAVIGATE COMPLEX CHALLENGES EFFECTIVELY. | RECALL A
PARTICULARLY DIFFICULT PERIOD WHEN SHE COORDINATED EMERGENCY RELIEF EFFORTS AFTER A SEVERE STORM, ORGANIZING
VOLUNTEERS AND RESOURCES EFFICIENTLY DESPITE LIMITED TIME AND RESOURCES. HER ABILITY TO REMAIN COMPOSED AND
INSPIRING UNDER PRESSURE EXEMPLIFIES HER EXCEPTIONAL CHARACTER.

MOREOVER,JANE EMBODIES THE CORE VALUES OF THE AXWARD—LEADERSHIP, SERVICE, AND COMMUNITY IMPACT. Her INITIATIVES
CONSISTENTLY ALIGN WITH THE AWARD’S MISSION TO RECOGNIZE INDIVIDUALS WHO MAKE MEANINGFUL DIFFERENCES IN THEIR
COMMUNITIES.

IN CONCLUSION, | OFFER MY STRONGEST ENDORSEMENT OF JANE DOE FOR THE COMMUNITY LEADERSHIP AWARD. HER DEDICATION,
ACHIEVEMENTS, AND CHARACTER MAKE HER A DESERVING RECIPIENT. | AM CONFIDENT SHE WILL CONTINUE TO DRIVE POSITIVE
CHANGE AND SERVE AS A ROLE MODEL FOR OTHERS.

PLEASE FEEL FREE TO CONTACT ME AT [EMAIL ADDRESS] OR [PHONE NUMBER] IF YOU REQUIRE ANY ADDITIONAL INFORMATION.
THANK YOU FOR CONSIDERING HER NOMINATION.

SINCERELY,
[Your NAME]
[Your PosiTion]

ConcrusioN; CRAFTING YoUrR OWN AWARD RECOMMENDATION LETTER
SAMPLE

A COMPELLING AW ARD RECOMMENDATION LETTER HINGES ON AUTHENTICITY, SPECIFICITY, AND CLARITY. \W/HEN DRAFTING YOUR
OWN SAMPLE, KEEP IN MIND THE FOLLOWING:

- UNDERSTAND THE CRITERIA AND VALUES OF THE AWARD.

- PERSONALIZE THE LETTER WITH GENUINE OBSERVATIONS.

- USE CONCRETE EXAMPLES TO SUBSTANTIATE PRAISE.

- MAINTAIN A PROFESSIONAL YET ENTHUSIASTIC TONE.

- PROOFREAD METICULOUSLY TO ENSURE CORRECTNESS AND COHERENCE.

BY FOLLOWING THESE GUIDELINES AND UTILIZING A STRUCTURED APPROACH, YOUR RECOMMENDATION LETTER CAN EFFECTIVELY
ADVOCATE FOR DESERVING CANDIDATES, HELPING THEM RECEIVE THE RECOGNITION THEY MERIT. REMEMBER, THE GOAL IS TO TELL
A COMPELLING STORY OF ACHIEVEMENT AND CHARACTER THAT RESONATES WITH THE A\WARD COMMITTEE.

IN SUMMARY , AN A\ ARD RECOMMENDATION LETTER SAMPLE SERVES AS A VITAL TOOL TO ENDORSE EXCELLENCE. IT COMBINES
DETAILED ACHIEVEMENTS, PERSONAL QUALITIES, AND ALIGNMENT WITH AWARD CRITERIA INTO A PERSUASIVE NARRATIVE.
W/HETHER YOU ARE A SUPERVISOR, COLLEAGUE, MENTOR, OR COMMUNITY MEMBER, MASTERING THE ART OF WRITING SUCH
LETTERS CAN SIGNIFICANTLY IMPACT THE RECOGNITION OF OUTSTANDING INDIVIDUALS AND THEIR CONTINUED CONTRIBUTIONS TO
SOCIETY.



Award Recommendation Letter Sample

award recommendation letter sample: GAO Documents United States. General Accounting
Office, 1988-03 Catalog of reports, decisions and opinions, testimonies and speeches.

award recommendation letter sample: Letter from the Secretary of the Treasury United
States. Department of the Treasury, 1899

award recommendation letter sample: Personnel and general administration United States.
Marine Corps, 1949

award recommendation letter sample: Directory of Research Grants 2008 Schoolhouse
Partners LLC, 2008-05 Volume 2 of 2 - With more than 5,100 listings of grants programs from 1,880
sponsors, the Directory of Research Grants is a comprehensive directory of grants available to
researchers in every field of study. The directory has a broad focus, featuring grants for basic
research, equipment acquisition, building construction/renovation, fellowships, and 23 other
program types. Government grants include CFDA, NSF and NIH program numbers. Each record
includes grant title, description, requirements, amount, application deadline, contact information
(phone, fax and email), web address, sponsor name and address, and samples of awarded grants
(when available). Printed in two volumes, each with extensive indexes - subject, program type and
geographic to help you to identify the right program quickly.

award recommendation letter sample: Grant Programs National Endowment for the
Humanities, 2000

award recommendation letter sample: ANCOC Common Core , 1986

award recommendation letter sample: U.S. Army Casework Guide , 2009

award recommendation letter sample: Graduate Programs in the Humanities, Arts & Social
Sciences 2014 (Grad 2) Peterson's, 2013-11-22 Peterson's Graduate Programs in the Humanities,
Arts & Social Sciences 2014 contains comprehensive profiles of more than 11,000 graduate
programs in disciplines such as, applied arts & design, area & cultural studies, art & art history,
conflict resolution & mediation/peace studies, criminology & forensics, language & literature,
psychology & counseling, religious studies, sociology, anthropology, archaeology and more.
Up-to-date data, collected through Peterson's Annual Survey of Graduate and Professional
Institutions, provides valuable information on degree offerings, professional accreditation, jointly
offered degrees, part-time and evening/weekend programs, postbaccalaureate distance degrees,
faculty, students, requirements, expenses, financial support, faculty research, and unit head and
application contact information. There are helpful links to in-depth descriptions about a specific
graduate program or department, faculty members and their research, and more. There are also
valuable articles on financial assistance, the graduate admissions process, advice for international
and minority students, and facts about accreditation, with a current list of accrediting agencies.

award recommendation letter sample: Winning Scholarships for College, Fourth Edition
Marianne Ragins, 2013-11-19 Marianne Ragins, the publisher of The Scholarship Workshop and
winner of more than $400,000 in scholarship money, presents the fully revised and updated Winning
Scholarships for College, Fourth Edition. Containing the most up-to-date scholarship resources, this
classic guide will show you the path to scholarship success. This is one of the most comprehensive
books on winning scholarships on the market, revealing where and how to search for funds, and
containing step-by-step instructions for the application process. The fourth edition has information
on hundreds of scholarships - from the most well-known resources to smaller, more localized funds;
guides readers through the use of the Internet and social media in their scholarship search; and
gives detailed suggestions for essays with examples from the author's own highly successful
scholarship search. With special chapters focusing on helping middle class scholarship seekers,
home schooled students, those without an A average and even students as young as age six, this
guide is a must have tool. Whether you're in high school, enrolled in or going back to college,
studying abroad, or pursuing a postgraduate degree, this book is an invaluable resource for helping



https://oexd.emailarray.com/mt-one-034/award-recommendation-letter-sample.pdf

you effectively finance the education you want.

award recommendation letter sample: National Endowment for the Humanities National
Endowment for the Humanities, 2000

award recommendation letter sample: Get Free Cash for College Gen S. Tanabe, Kelly Y.
Tanabe, 2001 The secrets, tips, and strategies used by actual students to win millions of dollars in
financial aid and scholarships are revealed in this guide for parents and high school, college, and
graduate students. Every step of the scholarship process is examined, with advice about finding the
right scholarships, crafting applications, writing exceptional essays, and acing interviews. A
comprehensive scholarship directory containing more than 400,000 award listings representing
more than $1.1 billion in prize money is provided and indexed by categories including career goal,
major, geographic area, and academic achievement.

award recommendation letter sample: Graduate Programs in Business, Education,
Information Studies, Law & Social Work 2014 (Grad 6) Peterson's, 2013-12-20 Peterson's
Graduate Programs in Business, Education, Information Studies, Law & Social Work 2014 contains
comprehensive profiles of more than 11,000 graduate programs in disciplines such as, accounting &
finance, business administration & management, education, human resources, international
business, law, library & information studies, marketing, social work, transportation management,
and more. Up-to-date info, collected through Peterson's Annual Survey of Graduate and Professional
Institutions, provides valuable data on degree offerings, professional accreditation, jointly offered
degrees, part-time & evening/weekend programs, postbaccalaureate distance degrees, faculty,
students, requirements, expenses, financial support, faculty research, and unit head and application
contact information. There are helpful links to in-depth descriptions about a specific graduate
program or department, faculty members and their research, and more. Also find valuable articles
on financial assistance, the graduate admissions process, advice for international and minority
students, and facts about accreditation, with a current list of accrediting agencies.

award recommendation letter sample: Staff Council Communicator, 1990

award recommendation letter sample: Survival Skills for the Principalship John Blaydes,
2004-01-22 A great book designed to lighten the load of school administrators--filled with practical,
easy to implement strategies, short-cuts, time-savers, and sample forms and letters. A valuable
reference guide for effective school leadership.--Fran Madison-Cohee, NAESP California State
RepresentativePrincipal, White Oak Elementary, CA If you are looking for insight, rejuvenation, and
thoughtful, practical strategies for success in your role as a school leader, look no further. John
Blaydes helps us remember why we became educators, why we want to continue, and why
inspirational leadership is essential to schools.--Jane Foley, Vice President, National Educator
AwardsMilken Family Foundation, Santa Monica, CA Clearly, Blaydes planned well as he linked the
themes from one chapter to the next. It will no doubt be a valued tool for school
administrators.--Daniel P. Gaffney, PrincipalHoward R. Yocum Elementary School, NJDiscover the
new 3 Rs of school leadership--resiliency, renewal, and reflection! Today’s principals face unique
challenges--demands of time, knowledge, and organization that take their toll on even the most
flexible leader. This compilation of resources offers practical, ready-to-use solutions to the issues
and dilemmas principals face every day. You can tap into these valuable resources for years to come
as a long-term support that will enable you to use your time and energy more effectively, reduce
personal stress, spark new ideas and programs, and enhance your effectiveness as an inspirational
school leader. Inside you'll find: Highly practical strategies for strengthening your school’s
instructional program Tips, ideas, and techniques for creating a climate of excellence in your school
Ways to lighten up, laugh more, and bring humor to your school community Proven strategies used
by award-winning principals to maintain balance in their lives Methods for managing the impact of
stress on your performance and renew your energy for the important work of the principalship Learn
to work smarter and discover the time to build a welcoming and purposeful learning
environment--for yourself, your staff, and, ultimately, your students.

award recommendation letter sample: Securities Arbitration: Practice and Forms W.



Reece Bader, 2013-12-01 Securities Arbitration: Practice and Forms is the leading start-to-finish
guide and reference to the entire arbitration process for all types of participants, including public
investors and their counsel, representatives of brokerage firms and other financial institutions
(including inside counsel, outside counsel, and compliance directors and their staffs), members of
the staffs of sponsoring organizations, and arbitrators themselves. This publication is an efficient
tool that can be readily used by all participants at every stage in the arbitration process to deal with
the various issues, questions and problems that arise in such proceedings. It has been written as a
comprehensive text with special emphasis on practice and procedure. The features include
checklists, sample forms and pleadings and other practice aids, as well as, where possible, practical
advice from the author, found throughout the text and on the accompanying CD-ROM. Securities
Arbitration: Practice and Forms is a required reference and guide for all those involved, or
potentially involved, in the Securities Arbitration process All of the accompanying sample pleadings
and forms are included on a CD-ROM in PDF

award recommendation letter sample: Ebony, 2001-10 EBONY is the flagship magazine of
Johnson Publishing. Founded in 1945 by John H. Johnson, it still maintains the highest global
circulation of any African American-focused magazine.

award recommendation letter sample: Scouting , 1993-10 Published by the Boy Scouts of
America for all BSA registered adult volunteers and professionals, Scouting magazine offers editorial
content that is a mixture of information, instruction, and inspiration, designed to strengthen readers'
abilities to better perform their leadership roles in Scouting and also to assist them as parents in
strengthening families.

award recommendation letter sample: Veteran Employment Tactics Tom Stein, Greg
Wood, 2013-09-24 Things have changed, times have changed, and times are tough - especially if
you're a military veteran seeking employment in today's economy. This essential guide is designed to
help you succeed in your civilian job search. Written by a career military officer and a career expert,
TheHireTactics introduces a methodology that includes innovative tools that go far beyond the
traditional resume and cover letter. You will learn how to define your value in civilian terms and
employ the strategies and tactics necessary to differentiate yourself from the competition and
successfully complete your job search mission. Learn the 4 Milestones for Civilian Employment:
Packaging - teaches you how to implement new and unique tools that will clearly separate you from
your competition. Promotion - introduces strategies and techniques that help you successfully
penetrate the hidden job market by broadcasting your value to the business community, not your
resume. Product Demonstration - teaches you the techniques to conduct a proactive, strategic
interview that will greatly enhance your chances of getting the offer. Pricing - Teaches you how to
negotiate the difference between what you're offered and your true worth to the organization.

award recommendation letter sample: Navigator, 2002

award recommendation letter sample: Labor Policy and Practice: Labor relations Bureau of
National Affairs (Arlington, Va.), 1953
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