
Professional Acknowledgment 

Announcement 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Acknowledgment of Achievement 

Dear [Recipient's Name], 

I am pleased to formally acknowledge your outstanding contributions and dedication to [specific 

project or field]. Your hard work and commitment have not gone unnoticed, and it is my pleasure 

to share this achievement with our team/organization. 

As you continue to excel in your career, I am confident that you will inspire others with your 

exemplary performance. Thank you for your efforts and the positive impact you have made. 

Congratulations on this well-deserved recognition! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


