Compliment Letter to an Employee

From,
Your Name: ___________________________________________________________________
Street Address: ________________________________________________________________
City/State: ____________________________________________________________________
Zip Code: _____________________________________________________________________
Contact: ______________________________________________________________________
E-mail Address: ________________________________________________________________

Date: ____________________________________________

To, 
Your Name: ___________________________________________________________________
Street Address: ________________________________________________________________
City/State: ____________________________________________________________________
Zip Code: _____________________________________________________________________
Contact: ______________________________________________________________________
E-mail Address: ________________________________________________________________

Dear _____________________________________ (Name of the Receiver),
It is to acknowledge your hard work and sheer dedication towards the company as an employee. We, as a company, have grown together, and the achievements have always been possible because of our sincere employees like you. You have been there for the company whenever it needed you. You have done overtime duties, never asking for any favor in return. None of your efforts has gone unnoticed. We acknowledge that without your dedication, we wouldn’t have been able to come this far. 
We, as the management team, recognize you as a beneficial addition to our company! Keep up the good work!

Best regards, 
Your Designation: _________________________________________________
Your Name: ______________________________________________________
Signature: _______________________________________________________
