Employee Recognition Letter

Date: [Insert Date]

To: [Employee Name]

From: [Manager/Supervisor Name]

Subject: Recognition of Outstanding Performance

Dear [Employee Name],

| am writing to formally recognize your outstanding performance and dedication to our team.
Your exceptional efforts in [specific project, task, or responsibility] have significantly

contributed to our success and have not gone unnoticed.

Your commitment to excellence, teamwork, and innovation exemplifies the values we uphold at
[Company Name]. | am particularly impressed by [mention specific achievements or qualities].

Thank you for your hard work and dedication. We are fortunate to have you as part of our team,
and | look forward to seeing your continued growth and success.

Warm regards,

[Your Name]

[Your Position]
[Company Name]
[Contact Information]



