Recognition for a Job Well Done

Date: [Insert Date]

To: [Employee’s Name]

From: [Your Name]

Subject: Recognition of Your Outstanding Work

Dear [Employee's Name],

| am writing to express my heartfelt appreciation for the exemplary work you have done on
[specific project or task]. Your dedication, attention to detail, and commitment to excellence
have not gone unnoticed.

Your ability to [mention specific skills or contributions] has greatly contributed to the success of
our team and organization. The positive impact of your efforts is seen in [mention positive
outcomes or results].

On behalf of the entire team, | would like to congratulate you on this accomplishment and
encourage you to continue striving for excellence. We are fortunate to have you as a part of our
team.

Thank you once again for your hard work and dedication.

Sincerely,

[Your Name]

[Your Title]
[Your Company]



