
Employee Milestone Achievement 

Acknowledgment 

Date: [Date] 

To: [Employee's Name] 

From: [Your Name] 

Subject: Acknowledgment of Milestone Achievement 

Dear [Employee's Name], 

We are thrilled to acknowledge your significant achievement of [describe milestone, e.g., "5 

years of dedicated service"]. This milestone is a testament to your hard work, commitment, and 

contributions to our organization. 

Your efforts have not gone unnoticed, and we deeply appreciate the passion and diligence you 

bring to your role. Your contributions have positively impacted our team and the company as a 

whole, and we look forward to your continued success. 

As a token of our appreciation, we would like to offer you [mention any rewards, celebrations, or 

acknowledgments planned, if any]. 

Congratulations once again on this important achievement. We are proud to have you as part of 

our team! 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


