
[Your Company Letterhead]  

[Date]  

[Employee's Name]  

[Employee's Address]  

[City, State, Zip Code]  

Dear [Employee's Name],  

I hope this message finds you well.  

I am writing to express our sincere appreciation for your exceptional 

attendance and dedication to your role at [Company Name]. Your commitment 

to being present and engaged in your work significantly contributes to 

the overall success of our team.  

Your reliability not only sets a great example for your colleagues but 

also fosters a positive work environment. We recognize the effort you put 

into maintaining such a strong attendance record, and we want to 

acknowledge the impact it has on our operations.  

Thank you once again for your hard work and commitment. We are fortunate 

to have you as part of our team.  

Sincerely,  

[Your Name]  

[Your Position]  

[Company Name]  

[Contact Information] 


