
Letter of Gratitude and Recognition 

Date: [Insert Date] 

To: [Employee's Name] 

Position: [Employee's Position] 

Company: [Company Name] 

 

Dear [Employee's Name], 

 

On behalf of the executive team at [Company Name], I would like to take this opportunity to 

express our heartfelt gratitude for your outstanding contributions to our organization. 

 

Your commitment to excellence and dedication to your work have not gone unnoticed. The 

recent [specific achievement or project] that you worked on exemplifies your skill and hard 

work, and significantly impacts our overall success. 

 

We are truly grateful to have you as part of our team and look forward to your continued success 

and growth within [Company Name]. Thank you once again for your exemplary performance 

and for making a difference in our workplace. 

 

Best Regards, 

 

[Your Name] 

[Your Position] 

[Company Name] 


