
Employee Recognition Letter 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Your Name] 

Subject: Recognition of Your Contributions 

Dear [Employee's Name], 

I am writing to formally recognize and express my heartfelt appreciation for your exceptional 

contributions to [Company Name] over the past [number of years] years. Your dedication, hard 

work, and commitment have significantly impacted our success and culture. 

Throughout your tenure, you have consistently demonstrated professionalism and a strong work 

ethic. Your [specific skill or achievement] has truly set you apart and has inspired your 

colleagues. 

The projects you led, particularly [specific project or initiative], have not only driven results but 

have also showcased your leadership and innovative thinking. Your ability to collaborate and 

support your team is invaluable, and you have fostered an environment of positivity and growth. 

As a token of our appreciation, we would like to [mention any reward, recognition program, or 

celebration event]. Thanks again for your remarkable contributions. We are excited to see what 

the future holds as you continue to grow with [Company Name]. 

Sincerely, 

[Your Name]  

[Your Title]  

[Company Name] 


