Date:
[Company Name]
[Designation]
Subject: appreciate an employee for a successful project
Dear Mr./ Ms. [NAME]
It is with great pleasure that I [Official Title] [name] am writing to you on behalf of all of us here at [organization name]. You have been working with us since [date] as [designation]. You were assigned [project name] on [date]. The challenges presented by a project of this magnitude and scale were known to all. The fact that you were assigned this project was a testament to the [organization name]’s trust in your abilities.
We are glad to say that you have not disappointed us. The timely completion of the project and the quality of work are proof of your diligence and commitment. This [project name] has not only brought a good name to the [organization name] but also reaffirmed our faith in your hard work and dedication. The exceptional teamwork and enthusiasm shown and your perseverance in the face of all odds is appreciated and will be duly rewarded.
Keep up the good work!
Yours sincerely,
[TITLE] [NAME]
[Date]
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