
Employee Recognition Award 

Date: [Insert Date] 

Dear [Employee's Name], 

We are thrilled to recognize your outstanding contributions to [Company Name]. Your 

dedication and hard work have not gone unnoticed, and we are pleased to inform you that you 

are receiving the [specific incentive/reward] as a token of our appreciation. 

Your commitment to excellence and your ability to [specific example of achievement] have 

greatly impacted our team's success. Thank you for being a vital part of our organization. 

Warm regards, 

[Your Name] 

[Your Position] 

[Company Name] 


