
Employee Giving Recognition 

Date: [Insert Date] 

To: [Employee Name] 

From: [Your Name] 

Subject: Recognition of Your Exceptional Contributions 

Dear [Employee Name], 

I am writing to express my heartfelt appreciation for your outstanding contributions to our team 

and the organization. Your commitment, dedication, and positive attitude make a significant 

impact on our workplace. 

In particular, I would like to highlight your recent project [mention specific project or initiative] 

which demonstrated your exceptional skills and leadership. Your efforts not only achieved 

remarkable results but also inspired your colleagues. 

Thank you for your hard work and dedication. Your contributions do not go unnoticed, and we 

are grateful to have you as a part of our team. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


