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LETTER OF APPRECIATION TO EMPLOYEES 1 
 
Dear [employee.firstname], 

On behalf of the entire team at [employer.companyname] (“[companyname]”), I would like to 
take this opportunity to express our heartfelt appreciation and thanks for all your amazing 
efforts in every aspect of your work. Your exemplary efforts and positive attitude are 
frequently reported and noted at management meetings. 

We have been highly impressed by many of the qualities you have displayed, including: 

(a)               The high quality of your work product and the consistency of your output; 

(b)               The consistency of your hard work and efforts; 

(c)               Your punctuality and near perfect attendance; and 

(d)               The professionalism with which you conduct yourself. 

You have on a continuous basis been a great role model for your peers and juniors alike. 

You are regarded in high esteem throughout our organization and are considered to be a 

vital member of our team. 

Our management is of the opinion that you have a great future with [companyname] having 
solid potential to transition into a management role. In this, we ask that you focus on the 
development of your management skills. [companyname] will assist by providing appropriate 
training. 

Please continue with your great performance and contribution to [companyname] and we 
look forward to continuing to work with you. 

Sincerely,  

[human resources. managername] 

[position] 

​
Make your contracts dynamic with Contractbook    •    This template does not constitute any form of legal advice    •    Page 1 

https://app.contractbook.com/sign-up?redirect=/contract-template/edit/7d91a834-ee49-4541-b1ab-44970671d069&utm_source=offline&utm_medium=pdf&source_type=templates&source_name=Letter%20of%20Appreciation%20to%20Employees
https://app.contractbook.com/sign-up?redirect=/contract-template/edit/7d91a834-ee49-4541-b1ab-44970671d069&utm_source=offline&utm_medium=pdf&source_type=templates&source_name=Letter%20of%20Appreciation%20to%20Employees
https://app.contractbook.com/sign-up?redirect=/contract-template/edit/7d91a834-ee49-4541-b1ab-44970671d069&utm_source=offline&utm_medium=pdf&source_type=templates&source_name=Letter%20of%20Appreciation%20to%20Employees
https://app.contractbook.com/sign-up?redirect=/contract-template/edit/7d91a834-ee49-4541-b1ab-44970671d069&utm_source=offline&utm_medium=pdf&source_type=templates&source_name=Letter%20of%20Appreciation%20to%20Employees
https://app.contractbook.com/sign-up?redirect=/contract-template/edit/7d91a834-ee49-4541-b1ab-44970671d069&utm_source=offline&utm_medium=pdf&source_type=templates&source_name=Letter%20of%20Appreciation%20to%20Employees
https://app.contractbook.com/sign-up?redirect=/contract-template/edit/7d91a834-ee49-4541-b1ab-44970671d069&utm_source=offline&utm_medium=pdf&source_type=templates&source_name=Letter%20of%20Appreciation%20to%20Employees
https://app.contractbook.com/sign-up?redirect=/contract-template/edit/7d91a834-ee49-4541-b1ab-44970671d069&utm_source=offline&utm_medium=pdf&source_type=templates&source_name=Letter%20of%20Appreciation%20to%20Employees
https://app.contractbook.com/sign-up?redirect=/contract-template/edit/7d91a834-ee49-4541-b1ab-44970671d069&utm_source=offline&utm_medium=pdf&source_type=templates&source_name=Letter%20of%20Appreciation%20to%20Employees
https://contractbook.com?utm_source=contract_templates


 

‍ 

LETTER OF APPRECIATION TO EMPLOYEES 2 
 
Dear [employee.firstname], 

On behalf of the entire team at [employer.companyname] (“[companyname]”), I would like to 
formally and sincerely extend our thanks and appreciation for the great work you have been 
doing and the exceptional results you have been achieving since you became a team 
member. 

The level of responsibility and leadership you have consistently displayed has been 

impressive. Coupled with your great organizational skills and dedication, you have produced 

exceptional results and impressive performances. 

Your ability to think on your feet and excellent problem solving ability display exceptional 
critical thinking skills that are highly appreciated and valued by [companyname]. 

We have noted that your efforts for [companyname] have made a direct impact on the 
trading results of several projects. 

Thank you for your professionalism and dedication to [companyname] and we look forward 
to your continued exceptional performance. 

Sincerely,  

[human resources. managername] 

[position] 
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