To
[The Recipient]
[Designation]
[Company Name]
Dear [Name],
I am writing this letter to appreciate your sincere efforts which you have put in the completion of the project “emerald”. On behalf of the whole management, I would like to recognize that apart from set working hours, you people worked extra hours to complete this project within the specified time frame. By means of your professional attitude, this project has been completed one month before the deadline and management really appreciates your efforts. 
By virtue of the creativity of your team members, emerald products are expected to be recognized as one of the best products of their own kind in the market.
While this project was in the formative-phase, management was keeping an eye on every step because it had its own prestige and the company had put a lot at stake with this project. Since you all have been seen working beyond the capacity, it can be said that your dedication, professionalism, focused attitude, and way of dealing with different hurdles made the successful completion of this project possible. Moreover, you were committed and zealous towards the completion of your task and this can be considered as the reason behind your incredible performance.
Impressed by your tremendous performance, management has been pleased to announce for all the project team, one-month basic pay in lieu of bonus. This is in recognition of your hardworking attitude which led to the successful completion of this project. It is also expected that all other employees of the company will also follow you and try to give their maximum for the company.
Since the company has been impressed by your performance, its management has decided to allow you more projects in near future and it is expected from you that you will show the best results again and set the benchmark for yourself and all others in the company. Thank you once again for your brilliant performance.
Sincerely,
[XYZ]
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