[Company Logo]   [Company Name]
APPRECIATION EMAIL
Subject: Thank you, [Employee Name] – your help with [Task] made a real difference
	To:
	[Employee Email]

	Cc:
	[Reporting Manager] (optional)



Dear [Employee Name],
I wanted to write to you personally to say thank you for [specific effort, e.g. preparing the vendor reconciliation over the weekend so we could close the books on time].
I know this was on top of your regular work, and it did not go unnoticed. Because of your effort, [impact, e.g. we submitted the numbers to the auditors a day early and the review went smoothly]. I particularly appreciated [detail, e.g. the clear notes you left for each open item, which saved everyone a lot of time].
People like you make this team a great place to work. Please do take some time to rest this week, and let me know if there is anything I can do to support you.
Thank you once again.
Warm regards,
[Your Name]
[Designation], [Department]
[Company Name]
[Phone]
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