
Employee Recognition Award 

Date: [Insert Date] 

Dear [Employee's Name], 

We are thrilled to recognize your exceptional performance in [specific project or task] during the 

past [time period]. Your dedication, hard work, and positive attitude have made a significant 

impact on our team and the company's success. 

Specifically, your contribution in [mention specific achievement or quality] has not gone 

unnoticed. Your ability to [mention any relevant skill or action] sets a high standard for all of us. 

As a token of our appreciation, we are pleased to present you with [mention award or 

recognition, if applicable]. Thank you for your commitment and for being a vital part of our 

team. We look forward to your continued success and contributions. 

Warm regards, 

[Your Name] 

[Your Position] 

[Company Name] 


