
Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company/Organization Address] 

Dear [Recipient's Name], 

I am writing to formally acknowledge your outstanding achievements over the past year. Your 

dedication and hard work have significantly contributed to the success of our team and 

organization. 

Specifically, I would like to highlight: 

• [Achievement 1] 

• [Achievement 2] 

• [Achievement 3] 

Your efforts not only enhance your own career prospects but also set a remarkable example for 

your colleagues. 

Congratulations on these accomplishments, and I look forward to seeing your continued progress 

within our organization. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company/Organization Name] 


