[Company Logo]   [Company Name]
RECOGNITION NOMINATION FORM
	Tracking No. (HR use):
	[Reference Number]

	Date:
	[Date]



Who are you recognising?
	Colleague's Name
	 

	Employee ID
	 

	Department / Team
	 

	Work Location
	 



Who is nominating?
	Your Name
	 

	Employee ID
	 

	Department / Team
	 



Which value did they show? (tick all that apply)
  [Company Value 1, e.g. Customer First]
  [Company Value 2, e.g. Ownership]
  [Company Value 3, e.g. Integrity]
  [Company Value 4, e.g. Teamwork]
  [Company Value 5, e.g. Innovation]
What did they do?
	Briefly describe what happened and when (2–4 lines)
	 

	Who benefited and how?
	 



Suggested recognition
  Thank-you note / e-card
  Appreciation certificate
  Spot award (up to ₹[Amount], needs manager approval)
  Nominate for Employee of the Month
Approval
	Approved recognition
	 

	Value (₹), if any
	 

	Remarks
	 



I confirm that this nomination is genuine and describes what I personally observed or experienced.

	______________________________
Nominator
[Your Name]
Date: [Date]
	______________________________
Approved by
[Reporting Manager / HR Name]
Date: [Date]
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