Performance Recognition Letter

Date: [Insert Date]
To: [Employee Name]
Position: [Employee Position]

Company: [Company Name]

Dear [Employee Name],

| am pleased to take this opportunity to recognize your outstanding performance and
contributions to our team. Your dedication and commitment have not gone unnoticed, and you
have continually exceeded our expectations.

Your recent project on [Project Name] showcased not only your exceptional skills but also your
ability to work collaboratively with your colleagues. The positive feedback from clients and
peers alike is a testament to your hard work and perseverance.

Thank you for being such a valuable member of our team. We look forward to your continued
success and contributions to [Company Name].

Sincerely,
[Your Name]
[Your Position]

[Company Name]



