
[Your Company Letterhead]  

[Date]  

[Employee's Name]  

[Employee's Job Title]  

[Employee's Department]  

[Employee's Address]  

Dear [Employee's Name],  

I am writing to formally recognize and appreciate your outstanding 

efforts and contributions to [specific project or task] over the past 

[time period]. Your dedication to excellence and commitment to our team's 

success have not gone unnoticed.  

Your [specific qualities, e.g., attention to detail, innovative 

solutions, teamwork] have made a significant impact on [specific outcomes 

or achievements]. The way you [specific actions or behaviors] was 

particularly commendable and demonstrated your leadership and initiative.  

Thank you for your hard work and determination. We are fortunate to have 

you as part of our team, and I look forward to seeing your continued 

growth and contributions in the future.  

Best regards,  

[Your Name]  

[Your Job Title]  

[Your Department]  

[Your Company] 


