
Employee Accolades Report 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Subject: Employee Accolades Report 

Overview 

This report highlights the outstanding achievements and contributions of employees within our 

organization over the past quarter. 

Accolades: 

• Employee Name: [Employee Name 1] 

Department: [Department 1] 

Accomplishment: [Describe Accomplishment]  

• Employee Name: [Employee Name 2] 

Department: [Department 2] 

Accomplishment: [Describe Accomplishment]  

• Employee Name: [Employee Name 3] 

Department: [Department 3] 

Accomplishment: [Describe Accomplishment]  

Conclusion 

We greatly appreciate the hard work and dedication of our employees. Their contributions not 

only enhance our success but also inspire teamwork and collaboration. 

Best Regards, 

[Your Name] 

[Your Position] 


