
Employee Excellence Award Recognition 

Date: [Insert Date] 

To: [Employee's Name] 

Position: [Employee's Position] 

Department: [Employee's Department] 

Dear [Employee's Name], 

On behalf of [Company Name], it is my great pleasure to formally recognize you for your 

exceptional performance and dedication over the past year. We are honored to present you with 

the Employee Excellence Award for [Year]. 

Your commitment to excellence in your role has significantly contributed to our team's success, 

and your innovative mindset has inspired your colleagues. Your efforts in [specific achievements 

or contributions] have not gone unnoticed, and we are grateful for your outstanding 

contributions. 

As a token of our appreciation, we would like to invite you to the Annual Awards Ceremony on 

[insert date] at [insert location]. This event will celebrate all exceptional employees, and we 

would be proud to have you recognized in front of your peers. 

Thank you for your hard work, passion, and commitment to [Company Name]. We look forward 

to your continued success and contributions to our team. 

Warm regards, 

[Your Name] 

[Your Position] 

[Company Name] 


