Letter of Recognition

Date: [Insert Date]

To: [Employee Name]

From: [Your Name]

Subject: Honoring Your Remarkable Achievements

Dear [Employee Name],

| am writing to formally recognize and honor your exceptional achievements in [specific area or
project]. Your dedication, hard work, and commitment to excellence have significantly
contributed to our team's success.

Throughout [time period], you have consistently demonstrated [specific skills or attributes],
which have not gone unnoticed. Your efforts in [specific examples of achievements] have set a

standard for all of us.

As a token of our appreciation, we would like to invite you to [mention any event, award, or
recognition ceremony], where we will celebrate your outstanding contributions.

Thank you once again for your hard work and dedication. We are proud to have you on our
team!

Sincerely,
[Your Name]
[Your Position]

[Your Company]



