[Company Logo]   [Company Name]
RECOGNITION TRACKER
	Company / Unit:
	[Company Name] – [Work Location]

	Period:
	[Month YYYY]

	Maintained by:
	[HR Name]



Recognition Log
	Rec. ID
	Date
	Recipient (Name, ID)
	Department
	Given by
	Type
	Value Shown
	Reason
	Reward (₹)

	[REC-001]
	[DD/MM/YYYY]
	[Employee Name], [Employee ID]
	[Department]
	[Name]
	[Thank-you / Spot award / Certificate]
	[Company Value]
	[Short reason]
	[Amount]

	[REC-002]
	[DD/MM/YYYY]
	[Employee Name], [Employee ID]
	[Department]
	[Name]
	[Type]
	[Company Value]
	[Short reason]
	[Amount]

	[REC-003]
	[DD/MM/YYYY]
	[Employee Name], [Employee ID]
	[Department]
	[Name]
	[Type]
	[Company Value]
	[Short reason]
	[Amount]

	[REC-004]
	[DD/MM/YYYY]
	[Employee Name], [Employee ID]
	[Department]
	[Name]
	[Type]
	[Company Value]
	[Short reason]
	[Amount]



Monthly Summary by Department
	Department
	Headcount
	Recognitions Given
	Employees Recognised
	% of Team Recognised
	Reward Spend (₹)

	[Department]
	[Number]
	[Number]
	[Number]
	[Percentage]%
	[Amount]

	[Department]
	[Number]
	[Number]
	[Number]
	[Percentage]%
	[Amount]

	[Department]
	[Number]
	[Number]
	[Number]
	[Percentage]%
	[Amount]



Notes for the Month
	Teams with no recognition this month
	 

	Most recognised value
	 

	Actions agreed with managers
	 




	______________________________
Reviewed by
[HR Name]
Date: [Date]
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