
[Your Organization's Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Organization]  

[Recipient's Address]  

Dear [Recipient's Name],  

Subject: Attendance Recognition  

We are pleased to recognize your exceptional attendance record for 

[specific period, e.g., the past year].  

Your dedication to being present and engaged is truly commendable, and it 

reflects your commitment to excellence within our organization. We 

appreciate your efforts and contributions to the team.  

As a token of our appreciation, we have [mention any award, certificate, 

or recognition].  

Thank you once again for your hard work and commitment.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Contact Information] 


