
Letter of Recognition 

Date: [Insert Date] 

To: [Employee Name] 

From: [Manager Name] 

Subject: Recognition for Exceeding Sales Targets 

Dear [Employee Name], 

I am excited to take this opportunity to formally recognize your outstanding performance in 

exceeding your sales targets for the quarter. Your hard work, dedication, and innovative 

strategies have significantly contributed to our team's success and the overall growth of the 

company. 

With a [specific percentage]% increase in your sales this quarter, you have set a remarkable 

benchmark for your peers. Your ability to connect with clients and your consistent commitment 

to excellence have not gone unnoticed. 

We appreciate your efforts and the positive impact you have on our organization. As a token of 

our recognition, we would like to present you with [insert reward or incentive, if applicable]. 

Thank you once again for your exceptional contributions. We look forward to your continued 

success and are excited to see what you will achieve in the future. 

Sincerely, 

[Manager Name] 

[Manager Title] 

[Company Name] 


