
Employee Achievement Award Notification 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Your Name] 

Subject: Congratulations! You have received the Employee Achievement Award! 

Dear [Employee's Name], 

We are thrilled to inform you that you have been selected as the recipient of this month's 

Employee Achievement Award. This recognition is a testament to your hard work, dedication, 

and outstanding contributions to our team. 

Your commitment to excellence has not gone unnoticed, and we are incredibly grateful for your 

efforts in [specific projects or contributions]. Your positive attitude and teamwork spirit inspire 

everyone around you. 

As a token of our appreciation, you will receive [details of the award, e.g., a gift card, certificate, 

etc.], which will be presented to you in a ceremony on [date of the ceremony]. 

Once again, congratulations on this well-deserved achievement! We look forward to your 

continued success and contributions to our organization. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


