
Letter of Recognition 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Your Name] 

Subject: Recognition for Employee Excellence Achievement 

 

Dear [Employee's Name], 

We are thrilled to take this opportunity to recognize your outstanding performance and 

dedication to excellence at [Company Name]. Your recent achievements, particularly [mention 

specific achievements or contributions], have significantly impacted our team and organization. 

We appreciate your hard work, professionalism, and commitment to our goals. Your efforts not 

only uplift your colleagues but also set a benchmark for excellence within the company. 

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

recognition, e.g., a certificate, bonus, day off, etc.]. 

Thank you once again for your exceptional contributions. We look forward to seeing more of 

your brilliance in the future! 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 


