
Letter of Recognition 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

I am pleased to take this opportunity to recognize your outstanding achievements in sales over 

the past quarter. Your exceptional performance has greatly contributed to our team's success and 

the overall growth of [Company Name]. 

Your commitment to ensuring customer satisfaction, coupled with your innovative sales 

techniques, has led to an impressive increase in our sales figures. We are truly grateful for your 

hard work and dedication. 

As a token of our appreciation, we would like to present you with [insert any rewards or 

recognition, e.g., a gift card, bonus, or verbal recognition during a meeting]. 

Thank you once again for your outstanding contributions. We look forward to seeing your 

continued success in the future. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


