
Letter of Recognition 

Date: [Insert Date] 

To: [Team Member's Name] 

From: [Your Name] 

Subject: Recognition for Your Outstanding Contributions 

 

Dear [Team Member's Name], 

I am writing to formally recognize and appreciate your significant contributions to our team and 

the success of [Project/Goal]. Your dedication, hard work, and creativity have not gone 

unnoticed. 

Throughout the [specific period or project], you have consistently demonstrated exceptional 

skills in [mention specific skills or qualities]. Your ability to [mention specific contributions] has 

greatly benefited our team's objectives and set a commendable standard for others. 

Thank you for your unwavering commitment and the positive energy you bring to the team. We 

look forward to seeing your continued growth and contributions in the future. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


