
[Your Name]  

[Your Position]  

[Company Name]  

[Date]  

[Employee's Name]  

[Employee's Position]  

[Employee's Department]  

Dear [Employee's Name],  

I hope this message finds you well. I am writing to take a moment to 

recognize and celebrate your exceptional contributions to our team and 

the company.  

Over the past [time period], your hard work, dedication, and positive 

attitude have not gone unnoticed. You have consistently gone above and 

beyond in [mention specific projects, tasks, or behaviors], and it has 

made a significant impact on our success.  

Your ability to [mention a specific skill or quality] is truly admirable 

and has inspired those around you. Your commitment to [team goals, 

company values, etc.] reflects in your daily work, and we are all 

grateful to have you as a part of our team.  

Thank you for your ongoing efforts and for being a vital member of our 

organization. We appreciate everything you do and look forward to seeing 

your continued growth and success.  

Warm regards,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position] 


