[Company Logo]   [Company Name]
RECOGNITION EMAIL
Subject: Shout-out: [Employee Name] for [Achievement]
	To:
	[Team Distribution List]

	Cc:
	[Skip-level Manager]; [HR Name]

	From:
	[Reporting Manager]



Hi team,
I want to take a moment to recognise [Employee Name], [Designation], for [achievement, e.g. leading the GST e-invoicing rollout across all our billing locations].
What [Employee Name] did:
1. [Action 1, e.g. mapped every invoice type and tested each one with the tax consultant]
1. [Action 2, e.g. trained 25 billing staff across four branches in a week]
1. [Action 3, e.g. set up a daily exception report so issues were fixed the same day]
The impact: [outcome, e.g. we went live on schedule with no rejected invoices in the first month, and our customers saw no disruption].
This is a great example of [Company Value] in action. Please join me in congratulating [Employee Name]. Feel free to reply all with your wishes.
Thank you, [Employee Name]!
Best regards,
[Reporting Manager]
[Designation], [Department]
[Company Name]
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