
Letter of Appreciation 

Date: [Insert Date] 

To: [Employee's Name] 

[Employee's Position] 

[Company Name] 

[Company Address] 

Dear [Employee's Name], 

I hope this message finds you well. I am writing to express my sincere appreciation for your 

outstanding performance in exceeding our sales targets this quarter. 

Your dedication, hard work, and commitment to excellence have not gone unnoticed. Achieving 

[insert specific sales figure or percentage] beyond our expectations is a testament to your 

exceptional skills and determination. You have set a remarkable example for your peers and have 

significantly contributed to our team's success. 

Please accept my heartfelt thanks and congratulations on this achievement. Your efforts play a 

significant role in our growth and success as a company. 

Keep up the great work! I look forward to seeing more of your achievements in the future. 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 


