
[Senders Name]

[Address line 1] [State, ZIP Code]

[Letter Date]

[Recipients Name]

[Address line 1] [State, ZIP Code]

[Subject: Normally bold, summarizes the intention of the letter] -Optional-

Dear (Name),
Your enthusiasm and your ability to motivate your employees has resulted in a significant increase in productivity and profitability. ABC, Inc. appreciates your efforts and the assistance you give to your co-workers. If we had an award to give, you would be the key contender. Please accept my sincerest gratitude for the superior job you are doing in our service department.
You’re Sincerely/faithfully

Name

Signature

