
Letter of Appreciation 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

Dear [Recipient's Name], 

On behalf of [Your Company/Organization Name], I am delighted to extend my heartfelt 

congratulations on being awarded the Service Excellence Award for [specific achievement or 

service]. Your dedication and commitment to excellence have significantly contributed to our 

team's success and have set a remarkable standard for others to follow. 

Your outstanding performance, professionalism, and unwavering service are truly commendable. 

It is employees like you who exemplify our core values and enhance our reputation in the 

industry. 

Thank you for your continued hard work and dedication. We are proud to have you as a part of 

our team and look forward to seeing all of the great things you will accomplish in the future. 

Warm regards, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 


