
Team Excellence Recognition 

Date: [Insert Date] 

To: [Team Name] 

From: [Your Name] 

Subject: Recognition of Outstanding Team Performance 

Dear [Team Name], 

I am writing to formally recognize and commend you for your outstanding performance and 

commitment to excellence. Your efforts on [specific project or task] have been remarkable and 

have greatly contributed to the success of our organization. 

Your teamwork, dedication, and innovation have not gone unnoticed. The way you all 

collaborated and supported each other reflects the true spirit of excellence we strive for in our 

workplace. 

As a token of appreciation, we will be hosting a team celebration on [insert date] to honor your 

achievements and to recognize your hard work. We look forward to celebrating this success 

together. 

Thank you once again for your hard work and perseverance. Keep up the fantastic work! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


