To
[The Recipient Name]
[Designation]
[Company Name]
Subject: 20XX manager of the year
Dear Employees,
I am pleased to announce that the jury has recommended the name of Johnson for the manager of the year award 20XX. This is the most prestigious award and given to those employees who show exceptional performance in their respective fields. I know Thomson since 2011 when he joined this company. He was hired because of his excellent employment record. As an account’s assistant in XYZ Company, he met his targets. As Sales officer in Stars marketing, he showed record-breaking performance and achieved sales targets with success.  
Right from the first day of his joining, he was a professional and skilled staff member until he reached his current designation. As a manager of the sales department, he has made a great contribution to the company’s business. He has been an influential employee and bestowed with exceptional skills to complete all the assigned tasks well before the deadline. I have never seen such a great employee who gives supreme importance to his duties. Also, his desire to take difficult projects and complete them successfully before the deadline makes him a suitable candidate for this award.
Apart from work, several things have been considered and the most impressive one is his pleasant personality. He has a pleasant and cheerful attitude towards his clients and subordinates. As a manager, he has been noticed to handle most difficult situations with patience. All these characteristics reflect his best image in the company, and I will be happy to present this prestigious award to a candidate who deserves the most for it.
In recognition of Johnson’s services, an award-giving ceremony will be held at [name of place] on 1st August. You all are invited to make sure of your presence at the venue. I am sure you will be inspired.  
I wish you all a successful career ahead.
Sincerely,
CEO
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