
Service Excellence Recognition 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Your Name] 

Subject: Recognition of Service Excellence 

Dear [Employee's Name], 

I am thrilled to take this opportunity to acknowledge your outstanding contributions to our team. 

Your commitment to excellence and your dedication to [specific task or project] have not gone 

unnoticed. 

Your ability to [specific skills or actions] has significantly enhanced our service quality and has 

positively impacted our clients. Your efforts exemplify the values we hold dear at [Company 

Name], and it is clear that you go above and beyond in every aspect of your work. 

In recognition of your efforts, we are pleased to present you with [describe any awards, bonuses, 

or other recognition]. We sincerely appreciate your hard work and dedication, and we look 

forward to seeing your continued success with us. 

Thank you once again for your exemplary service. Keep up the great work! 

Sincerely, 

[Your Signature] 

[Your Title] 

[Company Name] 


