
Employee Recognition Appreciation 

Date: [Insert Date] 

[Employee Name] 

[Employee Job Title] 

[Company Name] 

[Company Address] 

Dear [Employee Name], 

I am writing to express my heartfelt appreciation for your hard work and dedication at [Company 

Name]. Your exceptional contributions in [specific project or task] have not gone unnoticed. 

Your commitment to excellence and ability to [specific skill or behavior] have greatly impacted 

the team and the overall success of our company. We are truly grateful for your positive attitude 

and willingness to go above and beyond. 

Thank you for being an invaluable member of our team. We look forward to your continued 

success and contributions. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 


