
Employee Achievement Recognition 

Date: [Insert Date] 

To: [Employee Name] 

From: [Your Name] 

Subject: Recognition of Outstanding Achievement 

 

Dear [Employee Name], 

I am pleased to take this opportunity to recognize and commend you for your exceptional 

contribution to our team and the success of our organization. 

Your dedication, hard work, and commitment to excellence, especially in [specific project or 

task], have not gone unnoticed. You have consistently gone above and beyond in your role and 

have set a wonderful example for your colleagues. 

As a token of our appreciation, we would like to provide you with [any rewards, certificates, 

etc.], and celebrate your achievement during our upcoming meeting on [insert date]. 

Thank you once again for your contributions. We are excited to see your continued growth and 

success at [Company Name]. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


