
[Your Company Letterhead]  

[Date]  

  

[Employee's Name]  

[Employee's Job Title]  

[Employee's Address]  

[City, State, Zip Code]  

  

Dear [Employee's Name],  

  

Subject: Appreciation for Your Outstanding Contributions  

  

I hope this letter finds you in great spirits. I am writing to express my 

heartfelt appreciation for the remarkable work you have done in [specific 

project or task] over the past [time frame]. Your dedication, hard work, 

and commitment have not gone unnoticed.  

  

Your efforts in [mention specific achievements or contributions] have 

greatly contributed to [describe positive impact on the team/company]. 

Your ability to [mention any specific skills or qualities] has set a 

great example for your peers and has significantly boosted our team's 

morale.  

  

Thank you once again for your exceptional performance and for being an 

invaluable member of our team. We look forward to seeing your continued 

growth and contributions at [Company Name].  

  

Warmest regards,  

  

[Your Name]  

[Your Job Title]  

[Your Company Name]  

[Your Contact Information] 


