
Letter of Praise 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Your Name] 

Subject: Acknowledgment of Your Outstanding Performance 

Dear [Employee's Name], 

I am writing to extend my heartfelt congratulations for your exceptional performance during the 

peak hours over the past [insert time period]. Your dedication and commitment to excellence 

have not gone unnoticed, and I wanted to take a moment to acknowledge your significant 

contributions. 

Your ability to handle high-pressure situations with grace and efficiency is truly commendable. 

The way you managed [specific tasks or responsibilities] while maintaining a positive attitude 

has made a remarkable impact on our team's overall success. 

Thank you once again for your hard work and perseverance. I am proud to have you as part of 

our team and excited to see what you will achieve in the future. 

Warm regards, 

[Your Name]  

[Your Position]  

[Your Contact Information] 


