
[Your Company Letterhead]  

[Date]  

[Employee's Name]  

[Employee's Address]  

[City, State, Zip Code]  

Dear [Employee's Name],  

Subject: Ahead of Schedule Performance Recognition  

I hope this message finds you well. I am writing to formally recognize 

and commend you for your outstanding performance in [specific project or 

task] which has been completed ahead of schedule.  

Your dedication, professionalism, and willingness to go the extra mile 

have not gone unnoticed. Specifically, your efforts in [mention specific 

actions, contributions, or behaviors] have significantly contributed to 

the success of this initiative.  

As a token of appreciation, [mention any rewards, recognition, or next 

steps]. We are proud to have you as part of our team, and we look forward 

to your continued contributions and success.  

Thank you for your hard work and commitment.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company]  

[Contact Information] 


