Completed Tasks Recognition

Date: [Insert Date]
To: [Recipient's Name]
From: [Your Name]

Subject: Recognition of Completed Tasks
Dear [Recipient's Name],

| am writing to formally recognize and appreciate the outstanding work you have completed on
[specific project or task]. Your dedication and attention to detail have significantly contributed to
our team's success.

Highlights of your completed tasks include:
e [Task 1 Description]

e [Task 2 Description]
e [Task 3 Description]

Your efforts have not gone unnoticed, and we are grateful for your commitment and hard work.
Keep up the excellent work!

Best regards,
[Your Name]

[Your Position]

[Your Contact Information]



