
Employee Recognition for Outstanding 

Performance 

Date: [Insert Date] 

To: [Employee Name] 

Position: [Employee Position] 

Department: [Employee Department] 

Dear [Employee Name], 

We are pleased to recognize your outstanding performance and contributions to [Company 

Name] over the past [time period]. Your dedication, hard work, and commitment to excellence 

have significantly impacted our team and the organization as a whole. 

Your ability to [mention specific achievements or qualities] has not gone unnoticed. [Provide 

examples of their contributions and successes]. You have set a remarkable standard for your 

colleagues and have exemplified the values we hold dear at [Company Name]. 

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

recognition, e.g., a certificate, bonus, etc.]. We hope this serves as a reminder of the high regard 

in which you are held here. 

Thank you for your exemplary work and for being an invaluable part of our team. We look 

forward to your continued success and contributions. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


