
[Your Company Letterhead]  

[Date]  

[Employee's Name]  

[Employee's Position]  

[Employee's Address]  

[City, State, Zip Code]  

Dear [Employee's Name],  

Subject: Employee Recognition - XDP Program  

I am pleased to inform you that you have been selected for recognition 

under our XDP (Excellence in Development Program) for your outstanding 

contributions to [specific project or task] over the past [time frame].  

Your dedication, hard work, and innovative approach have significantly 

impacted our team's success and exemplified our company values. You have 

gone above and beyond in [specific examples of work done], and your 

efforts have not gone unnoticed.  

As a token of our appreciation, we would like to present you with 

[describe award, recognition, or benefit]. We will be holding a small 

ceremony on [date and time] at [location], and we hope you can join us to 

celebrate your achievements.  

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

look forward to seeing your continued growth and contributions to our 

team.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


