Appreciation Letter
An appreciation letter is a short written record from an employer or manager naming a specific contribution an employee made, what it produced, and that the organisation noticed. It carries no entitlement and creates no obligation, which is why its whole value sits in how precisely it is written.
Appreciation Letter for Project or release delivery
The general case. The detail that makes it work is the constraint the person delivered under, not the delivery itself.
[Company Name]
[Company Address]

Date: [Date]

To
[Employee Name]
Employee code: [Employee Code]
Designation: [Designation]
Department: [Department]

Subject: Appreciation for your contribution to [Project Name]

Dear [Employee Name],

I am writing to record our appreciation for your work on [Project Name], which went live on [Go Live Date].

You took ownership of [Specific Workstream] after [Circumstance, for example a change in scope or the loss of a team member], and carried it through to delivery within the original date. Specifically, you [Named Contribution, for example rebuilt the reconciliation logic and cleared the backlog of [Number] open defects before the cut-over]. You also [Second Named Contribution].

The result was that [Stated Effect, for example the migration completed with no customer downtime and [Team or Function] was able to start on schedule].

Work of this kind is visible to us and is noted on your record. Thank you.

With appreciation,

[Manager Name]
[Designation]
[Company Name]

Copy to: [Function Head Name], Human Resources
Filed to: employee record, [Employee Code]

Appreciation Letter for Team or group appreciation
Address it to the team but name individuals inside it. A group letter with no names in the body is the version people forward once and forget.
[Company Name]
[Company Address]

Date: [Date]

To
The [Team Name] team
[Department]

Subject: Appreciation for [Event or Period]

Dear team,

I am writing to thank the [Team Name] team for the way you handled [Event or Period, for example the [Quarter] close, the [Customer Name] escalation, or the [Season] volume peak].

Between [Start of Period] and [End of Period] the team handled [Volume or Workload Measure] against a normal load of [Baseline Measure], and did it while [Constraint, for example running one person short or working through a platform migration].

Several contributions are worth naming. [Name One] [what they did]. [Name Two] [what they did]. [Name Three] [what they did]. [Name Four] [what they did].

The outcome was [Stated Effect, for example every case closed within the committed response time, with no escalation reaching the customer].

This has been noted with [Function Head Name] and a copy of this letter goes to each of your records.

With appreciation,

[Manager Name]
[Designation]
[Company Name]

Copy to: [Function Head Name], Human Resources

Appreciation Letter for Long service or work anniversary
The risk here is a letter that could have been generated from a date field. Name something from the period, or do not send it.
[Company Name]
[Company Address]

Date: [Date]

To
[Employee Name]
Employee code: [Employee Code]
Designation: [Designation]
Date of joining: [Date of Joining]

Subject: [Number] years with [Company Name]

Dear [Employee Name],

This month marks [Number] years since you joined [Company Name] as [Joining Designation]. I want to record our appreciation for that.

Over this period you have moved from [Joining Designation] to [Current Designation], and taken on [Named Expansion of Scope, for example ownership of the [Region] territory and responsibility for [Number] junior colleagues]. Along the way you [Named Contribution from the period, for example built the [Process or System] that the whole function now runs on].

What people who work with you consistently say is [Specific Observation, for example that you will pick up an unowned problem rather than route it]. That is not a small thing over [Number] years.

Thank you for the time you have given this organisation, and for the way you have given it.

With appreciation,

[Signatory Name]
[Designation]
[Company Name]

Copy to: Human Resources
Filed to: employee record, [Employee Code]

Appreciation Letter for Customer save or service recovery
Use this where someone took a situation that was going badly and turned it. Say what the situation was, including that it was going badly.
[Company Name]
[Company Address]

Date: [Date]

To
[Employee Name]
Employee code: [Employee Code]
Designation: [Designation]
Department: [Department]

Subject: Appreciation for your handling of the [Customer Name] situation

Dear [Employee Name],

I am writing to record our appreciation for how you handled [Customer Name] between [Start Date] and [End Date].

The account came to you after [Circumstance, for example a failed implementation and a written complaint from the customer's [Role]]. You [Named Action, for example took the calls yourself for [Number] consecutive days, published a daily written status, and rebuilt the [Deliverable] over a weekend].

The customer's [Role] wrote on [Date of Feedback] to say [Summarised Feedback]. The account has since [Outcome, for example renewed for a further [Term] and agreed to act as a reference].

Recovering an account in that state is harder than winning a new one, and it is noticed here.

With appreciation,

[Manager Name]
[Designation]
[Company Name]

Copy to: [Function Head Name], Human Resources
Filed to: employee record, [Employee Code]

Appreciation Letter for Work outside the role
For contributions with no line in the job description: mentoring, an internal tool, running the committee nobody volunteered for.
[Company Name]
[Company Address]

Date: [Date]

To
[Employee Name]
Employee code: [Employee Code]
Designation: [Designation]
Department: [Department]

Subject: Appreciation for [Named Contribution]

Dear [Employee Name],

I am writing about work you have done that sits outside your role, and which I did not want to pass without a written note.

Since [Start Date] you have [Named Contribution, for example run the induction sessions for every new joiner in [Department], built and maintained the [Tool or Tracker] the team now depends on, or served on the [Committee Name] and handled [Specific Responsibility]].

This has taken roughly [Time Commitment, for example [Number] hours a month] on top of your own workload, and it has produced [Stated Effect, for example [Number] new colleagues brought to productive work faster, or a manual process removed from [Number] people's week].

None of it appears in your job description. All of it has been useful, and it is on record.

With appreciation,

[Manager Name]
[Designation]
[Company Name]

Copy to: [Function Head Name], Human Resources
Filed to: employee record, [Employee Code]
Template from Engage HRMS  https://hrengage.ai/hr-templates/appreciation-letter
