
Recognition of Outstanding Performance 

Date: [Insert Date] 

To: [Employee's Name] 

Position: [Employee's Position] 

Department: [Employee's Department] 

Dear [Employee's Name], 

I am pleased to inform you that following your recent performance assessment, we have 

recognized your exceptional contributions to our team and organization. Your hard work, 

dedication, and commitment to excellence have not gone unnoticed. 

Your achievements during the past [insert time period] have significantly impacted our goals, 

particularly in [mention specific projects or initiatives]. Your ability to [mention specific skills or 

attributes] has set a standard of excellence for your peers. 

As a token of our appreciation, we are excited to [mention any rewards or recognitions, such as a 

bonus, award, or promotion]. This is a testament to your outstanding performance and potential 

for further growth within our organization. 

Thank you for your hard work and dedication. We look forward to your continued success and 

contributions in the future. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


