
Employee Excellence Award 

Date: [Insert Date] 

To: [Employee's Name] 

Position: [Employee's Position] 

Dear [Employee's Name], 

We are pleased to announce that you have been selected as the recipient of the Employee 

Excellence Award for your outstanding performance and dedication to our team. 

Your commitment to excellence has not gone unnoticed, and your contributions have 

significantly impacted our organization. We commend your ability to consistently exceed 

expectations and inspire those around you. 

In recognition of your exceptional work, we will hold an awards ceremony on [Insert Ceremony 

Date] at [Insert Venue]. Please join us as we celebrate your achievements and the positive 

influence you have on our workplace culture. 

Congratulations once again on this well-deserved recognition. We look forward to your 

continued success! 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


