
Recognition and Rewards Program 

Date: [Insert Date] 

Dear [Employee's Name], 

We are excited to inform you that you have been selected for our Recognition and Rewards 

Program due to your outstanding contributions and exemplary performance at [Company Name]. 

Your hard work and dedication have not gone unnoticed, and we are truly grateful for your 

commitment to our organization's success. 

As part of this program, we wish to reward you with [details of the reward - gift card, bonus, 

additional time off, etc.], which we hope will reflect our appreciation for your exceptional 

efforts. 

We believe that recognizing the hard work of our talented employees is vital to fostering a 

positive work environment and retaining top talent like you. Your innovative ideas and 

collaborative spirit greatly enhance our team culture. 

Thank you for being an integral part of our success. We look forward to seeing your continued 

growth and contributions in the future. 

Warm regards, 

[Your Name] 

[Your Job Title] 

[Company Name] 


