
Team Achievement Appraisal 

Date: [Insert Date] 

To: [Team Name] 

From: [Your Name] 

Subject: Recognition of Team Achievements 

 

Dear Team, 

I am writing to formally recognize and appreciate the outstanding achievements that our team 

has accomplished over the past [insert time period]. Your hard work, dedication, and 

collaboration have greatly contributed to our collective success. 

Highlights of our achievements include: 

• [Achievement 1] 

• [Achievement 2] 

• [Achievement 3] 

Each one of you played a vital role in these accomplishments. It is a pleasure to work alongside 

such a talented group of individuals. 

Thank you for your exceptional efforts and commitment. Let's continue striving for excellence 

together! 

 

Best regards, 

[Your Name] 

[Your Position] 

[Company/Organization Name] 


