
Employee Achievement Recognition 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Your Name] 

Subject: Recognition of Your Outstanding Achievement 

Dear [Employee's Name], 

I am pleased to take this opportunity to recognize your exceptional contributions to 

[Company/Department Name]. Your hard work and commitment to excellence have not gone 

unnoticed. 

Throughout the past [specific period], you have consistently demonstrated [specific qualities or 

achievements]. Your efforts in [specific project or task] have greatly benefited our team and 

showcased your dedication and talent. 

We appreciate your perseverance and the positive attitude you bring to our workplace. This 

recognition is a reflection of your dedication and the high standards you set for yourself and for 

those around you. 

Once again, congratulations on this well-deserved recognition. We look forward to seeing your 

continued growth and success in the future. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 


