
[Your Name]  

[Your Title]  

[Your Company/Organization]  

[Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company/Organization]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I am writing to personally acknowledge and congratulate you on your 

outstanding achievements in [specific area or project]. Your hard work 

and dedication have made a significant impact on [specific outcome or 

goal].  

Your commitment to [specific quality or effort] has not gone unnoticed 

and truly exemplifies the values we hold here at [Your 

Company/Organization]. The results of your efforts in [specific 

achievement or project] are impressive and reflect your exceptional 

skills and determination.  

Thank you for your contribution to our team and for inspiring those 

around you. We look forward to seeing your continued success and the 

positive influence you will undoubtedly have in the future.  

Once again, congratulations on this remarkable achievement!  

Warm regards,  

[Your Name]  

[Your Title] 


