Performance Recognition and Feedback

Date: [Insert Date]
To: [Employee Name]
Position: [Employee Position]
Department: [Employee Department]
Dear [Employee Name],
We are pleased to take this opportunity to recognize your outstanding performance and
contributions over the past [time period]. Your dedication to [specific projects or tasks] has not
gone unnoticed.
Your achievements include:

e [Achievement 1]

e [Achievement 2]

e [Achievement 3]
We appreciate your hard work and commitment to excellence, which have greatly impacted our
team's success. Your ability to [mention specific skills or qualities] has set a standard for others
and contributed to a positive work environment.
Moving forward, we encourage you to continue pursuing your professional goals and to share
your ideas for ongoing improvements within the team. We are excited to see what you will
achieve in the future!
Thank you once again for being such a valuable member of our team.
Sincerely,
[Your Name]

[Your Position]

[Company Name]



