[Company Logo]   [Company Name]
CUSTOMER APPRECIATION – RECOGNITION LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Feedback Ref.:
	[Ticket / Feedback ID]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Customer appreciation received for your service
Dear [Employee Name],
We are delighted to share that on [DD/MM/YYYY] we received written appreciation from [Customer / Client Organisation] regarding the service you provided on [DD/MM/YYYY].
In their words: "[Short extract of customer feedback]"
The customer particularly valued how you [action, e.g. arranged a replacement unit the same day and followed up personally until the installation was complete]. It is this kind of care that turns customers into long-term advocates for [Company Name].
On behalf of the management, thank you. This compliment has been recorded in your personnel file and will be considered for the [Customer Service Award] for [Period].
Keep up the wonderful work.
Warm regards,

	______________________________
[Department Head]
Head – Customer Experience
[Company Name]


cc: [Reporting Manager]; HR – Personnel File
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