
Employee Appreciation Letter 

Date: [Insert Date] 

Dear [Employee's Name], 

On behalf of [Company Name], I would like to take a moment to express our heartfelt 

appreciation for your dedicated service and commitment to our team. Congratulations on 

reaching this significant milestone of [number] years with us! 

Your hard work, professionalism, and dedication have greatly contributed to our success. We 

value your contributions and are grateful for the positive impact you have made within the 

organization. 

As a token of our appreciation, we will be honoring you with [details of any rewards or 

recognition]. We look forward to celebrating this achievement with you on [date of celebration]. 

Thank you for being an integral part of our team. We are excited to see what the future holds and 

are grateful to have you with us. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


