
Use Company Letterhead

[Date]


Tom Smith

[TITLE]
COMANY Inc.
123 Anywhere Street
Cleveland, OH 44447


Dear [NAME, ex. Tom or Mr. Smith],

Your enthusiasm and your ability to motivate your 
employees, has resulted in a significant increase in 
productivity and profitability. 

If we had an award to give, you would be the prime 
candidate. 

Please accept my sincerest appreciation for the fine job 
you are doing in our sales department. 

Very truly yours,

[YOUR NAME, ex. The Big Cheese]

cc: Employee File

[Date]


Tom Smith

[TITLE]
COMANY Inc.
123 Anywhere Street
Cleveland, OH 44447


Dear [NAME, ex. Tom or Mr. Smith],

Your help in completing the [PROJECT] on time was deeply appreciated.

Your continuing efforts to our company are not unnoticed and we look forward to a

long working relationship.

We are extremely happy to have your aboard and keep up the good work.

Very truly yours,

[YOUR NAME, ex. The Big Cheese]

cc:  Employee File
[Date]


Tom Smith

[TITLE]
COMANY Inc.
123 Anywhere Street
Cleveland, OH 44447


Dear [NAME, ex. Tom or Mr. Smith],

I realize it has been quite a struggle completing the [PROJECT].

Without your efforts, however, we may still be at a stumbling block.

The completion of this project would not have been possible without you.

Thank you for all of your efforts and I am happy you are on my team.

Very truly yours,

[YOUR NAME, ex. The Big Cheese]
Cc:
Employee File

