[Company Logo]   [Company Name]
LETTER OF RECOGNITION
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Programme:
	[Recognition Programme Name]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
[Work Location]
Subject: Formal recognition of your achievement – [Achievement]
Dear [Employee Name],
On behalf of [Company Name], we are pleased to formally recognise your achievement during [Period]. The recognition committee reviewed your nomination submitted by [Nominator Name] and confirmed the following results:
	Measure
	Target
	Achieved

	[KPI 1]
	[Target]
	[Result]

	[KPI 2]
	[Target]
	[Result]

	[KPI 3]
	[Target]
	[Result]



This achievement reflects our value of [Company Value, e.g. Customer First / Ownership], and it has directly contributed to [business outcome].
In recognition, you will receive [Reward, e.g. gift voucher / reward points] worth ₹[Amount], which will be processed through [payroll / the rewards platform] in the [Month] cycle, subject to applicable tax deduction. This letter will be recorded in your personnel file.
Congratulations, and thank you for raising the bar for all of us.
Yours sincerely,

	______________________________
[HR Name]
HR Manager
[Company Name]
	______________________________
[Department Head]
Head – [Department]
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