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

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
[Company Name], [Work Location]
Subject: Appreciation for your leadership of the [Team Name] team
Dear [Employee Name],
I want to thank you for the way you have led the [Team Name] team over [period]. Great managers are often noticed only through the success of their teams, and I want to make sure your role is recognised directly.
Since you took charge, you have [leadership actions, e.g. held regular one-to-one conversations with every team member, created a structured onboarding plan for new joiners and coached two team leads into their first management roles]. As a result, [evidence, e.g. the team's engagement score has risen significantly, and no regretted resignations were recorded this year].
Your team members describe you as fair, approachable and someone who backs them in difficult moments. This stability has allowed the team to [business impact, e.g. deliver every client milestone on time].
I would like you to share your practices with other managers at our next leadership forum. Thank you for setting such a fine example of people leadership.
With warm regards,

	______________________________
[Authorised Signatory]
Business Head / CHRO
[Company Name]


cc: [Reporting Manager]; HR – Personnel File
Page    ·   Free HR template by BetterJobs.in — hire top talent: betterjobs.in
