Recognition of Team Achievement

Date: [Insert Date]
To: [Team Name]
Dear Team,

I am writing to formally recognize and commend each of you for the outstanding achievements
our team has accomplished over the past [insert time frame]. Your hard work, dedication, and
collaboration have resulted in [briefly describe the achievement or project], and | am incredibly
proud of what we have accomplished together.

It is your synergy, creativity, and commitment that have driven our success, and | want to
emphasize how important your contributions are to our overall goals. Each one of you played a
crucial role in [specific contributions or challenges overcome], and your efforts did not go
unnoticed.

As a token of appreciation, we will be hosting a team celebration on [insert date]. | hope you all
can attend as we celebrate our success together.

Thank you once again for your hard work and unwavering dedication. Let's continue to strive for
excellence and achieve even greater success in the future.

Sincerely,
[Your Name]

[Your Position]
[Your Company]



