
Employee Recognition Letter 

Date: [Insert Date] 

To: [Employee Name] 

Position: [Employee Position] 

Department: [Employee Department] 

 

Dear [Employee Name], 

I am writing to formally recognize and appreciate your outstanding performance and dedication 

to your role at [Company Name]. Your commitment to excellence has significantly contributed 

to our team's success and the overall objectives of the company. 

Specifically, I would like to commend you for [mention specific achievements or contributions]. 

Your ability to [mention skills or qualities] has set a remarkable example for your colleagues and 

has not gone unnoticed. 

Thank you once again for your hard work and dedication. We are truly fortunate to have you as 

part of our team. Keep up the excellent work! 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


