
[Your Company Letterhead]  

[Date]  

[Employee's Name]  

[Employee's Job Title]  

[Employee's Department]  

[Employee's Address]  

Dear [Employee's Name],  

I am pleased to recognize you for your outstanding contributions to 

[Project/Team/Company Name]. Your hard work, dedication, and innovative 

approach have greatly impacted our success and exemplified our core 

values.  

Specifically, your [mention a specific achievement or skill] has not gone 

unnoticed. This has not only helped [describe the positive outcome] but 

has also inspired your colleagues.  

As a token of our appreciation, we are thrilled to present you with 

[mention any awards, bonuses, or recognition].  

Thank you once again for your exceptional performance and commitment. We 

look forward to seeing more of your extraordinary work in the future.  

Best Regards,  

[Your Name]  

[Your Job Title]  

[Your Department]  

[Your Contact Information] 


