To
[The Recipient]
[Company Name]
I want to take a moment and appreciate your performance over the last few weeks. You have shown dedication, motivation, and persistence in completing the work assigned to you which resulted in meeting all the deadlines for our last few projects. 
I was very pleased to see the presentation which you all prepared for our clients. The presentation was very well researched, prepared, and presented all the facts very clearly. Our clients gave positive feedback to the manager and have expressed their wish to continue with their business collaboration with us. 
I applaud you all for the hard work you have put in which resulted in not only the successful completion of these projects but also helped perpetuate our company’s reputation with clients.
We would personally like to thank each one of you for your honesty and dedication which has led to our company achieving goals in a short span of time. It won’t be an exaggeration to say that without your hard work, we would not have been able to achieve this milestone. 
We appreciate employees that are punctual and show up to work with an unwavering attitude. To show our appreciation and gratitude, we have decided to give a bonus to all the staff members who were a part of the last project and presentation. The bonus would amount to $1000 each and two extra paid leaves for every month. We hope that you all will keep up the good work and motivate other employees to do the same.
Best wishes and regards,
Office management.
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