
Employee Recognition Event 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Your Name] 

Subject: Acknowledgment of Your Outstanding Contributions 

Dear [Employee's Name], 

We are pleased to express our heartfelt appreciation for your exceptional contributions to our 

team during the past year. Your hard work and dedication have not gone unnoticed, and it is our 

pleasure to recognize you at the upcoming Employee Recognition Event. 

Your commitment to excellence has sets a remarkable standard for all of us. We are proud of 

your accomplishments, especially [mention any specific project or achievement], which made a 

significant impact on our organization. 

We invite you to join us for a special evening where your efforts will be celebrated alongside 

those of your colleagues. This is an opportunity for us to express our gratitude for all that you do. 

Thank you once again for your hard work and commitment. We look forward to celebrating with 

you! 

Sincerely, 

[Your Name] 

[Your Position] 


