Dear Mr. Angelo Simpson,
You have successfully completed ten years of service with us today. We would like to congratulate you on your outstanding performance and consistent output. You have contributed to the success of our company in many ways and have always given due importance and respect to your profession.
Punctuality is one of your most commendable characteristics and you have been chosen employee of the month several times because of your punctuality. Not only have you have always been to work on time but also take minimum leaves to ensure that the work gets done on time.
We are indeed proud of you as our valuable employee and a mentor for junior workers. Many of our workers have been trained by you who have also proved themselves, hardworking dedicated employees, as you always have been.
We want to extend our goodwill and give you a small token of appreciation from the company. We have arranged a one-week vacation for you and your family to Turkey. The details of this are attached with a separate document. This is a small present from our company to reward you for your outstanding achievements. 
In addition, we have decided to give you a ten percent increment in the salary with effect from this month. Please come to HR as soon as possible so we can sign the new salary agreement. We hope to see you with us for a long and we are excited to see what you will do next. We wish you continued success in the years to come.
Regards,
Office management.
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