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Complimenting Supplier’s Employee - 
[Name, Company Name & Address here]

[Date]

Dear [name],

I just wanted to write a short note to you commending your employee Mr. [employee name].

Actually, I…. -   [Describe here the incident and how the employee went out of his way to provide you a great service]. - 

{For instance} – 

I placed an order with your company last month for a [product name], but unfortunately your company was unable to fulfill my requirement as this item was out of stock. However, Mr. [employee name] understood my requirement in a personal manner and, made a great effort to make the [product name] available for me by ordering it from your branch in our neighbor city, and I got this item in time. His great help solved my purpose and also saved my time.
I would say that Mr. [employee name] is really an asset to your company. I am highly pleased with his dedication to his job, and accommodating nature in service.

Sincerely,

[Your name]
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