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How to Use This Pack

Starting Point Personalization is Key
Use these templates as a foundation for your recognition emails. The real power comes from your sincere and specific
They provide a professional structure and proven messaging personalization. Add genuine details about the employee's
framework. unique contributions.

66 Recognition is most meaningful when it's specific, timely, and genui
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The All-Purpose
Recognition Email EMAIL TEMPLATE

Hi [Employee Name],
Best For

v General outstanding work your outstanding work on [Specific Achievement or Task] .

| wanted to personally reach out and express my sincere appreciation for

v Specific achievements e ers . .
Your [Specific Skill 1] truly made a difference and led to [Positive Outcome] .

v/ Demonstrating company values

This level of [Positive Trait] is a fantastic example of our company value of

[Company Value] .

¥ Su bj ect Line We are so grateful to have you on the team. We look forward to seeing you
continue to apply your [Positive Trait] to our future projects. Keep up the
A Big Thank You for Your Excellent Work on [Project/Task] amazing work!
Best,

[Your Name]
[Your Title]
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Peer-to-Peer
Recognition

Best For

v Praising a colleague for their help
v Recognizing collaboration

v/ Celebrating teamwork

Y% SubjectLine

Shout-out to [Employee Name]!

EMAIL TEMPLATE

Hi Team,
| want to give a huge shout-out to [Employee Name] for [Specific Action] .

| was really in a bind with the deadline, and their [Positive Trait] made all the

difference. We got it submitted on time and error-free.

Thanks for being an awesome teammate, [Employee Name] ! I'm already

looking forward to our next project together.

Best,

[Your Name]
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Project Milestone
Recognition EMAIL TEMPLATE

Hi [Employee Name],
Best For Congratulations on the successful launch of [Project Name] !

v Celebrating project completion | know how much effort you've poured into this over the past [Time Period] .
~ Major task completion Your [Specific Skill] were critical in getting this over the line, especially when
we faced [Specific Challenge] .

v/ Significant milestones
The [Positive Result] is a direct result of your hard work. Fantastic job. We're
excited to see you bring this same [Specific Skill] to our next big challenge.

Y% SubjectLine
Cheers,

Congratulations on the [Project Name] Launch! [Your Name]

S VANTAGECIRCLE



4

Work Anniversary

Best For

v Acknowledging employee loyalty
v Celebrating contributions

v/ Work anniversary milestones

Y% SubjectLine

Happy [Number] Year Work Anniversary, [Employee Name]!

EMAIL TEMPLATE

Hi [Employee Name],
Happy [Number]-year anniversary with [Your Company Name] !

It's been fantastic to see your growth from [Starting Role/Project] to [Current
Achievement/Role] . Your contributions, especially [Specific Contribution] ,

have been invaluable.

Thank you for all you do. We're so glad to have you on the team, and we're
excited to support your continued growth and success here. Here's to many

more successful years ahead!

All the best,

[Your Name]
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Recognizing "Behind
-the-Scenes" Work

Best For

v Crucial ongoing tasks
v Work that often goes unnoticed

v Vital to team's success

Y% Subject Line

Just wanted to say thank you

EMAIL TEMPLATE

Hi [Employee Name],

| wanted to take a moment to personally thank you for your consistent, hard

work on [Specific Task] .

| know this isn't always the most glamorous job, but it's absolutely critical to

our team's success and [Specific Benefit] .

Your [Positive Trait] does not go unnoticed. It's a critical part of our team's
success, and it gives us great confidence to know we can count on you.

Thank you for all you do.

Best,

[Your Name]

S VANTAGECIRCLE



Recognizing "Behind
-the-Scenes" Work

Best For

« Positivity and enthusiasm
v Communication skills

v/ Mentorship and guidance

Y% Subject Line

Appreciate your positivity!

EMAIL TEMPLATE

Hi [Employee Name],

| just want to say how much | appreciate the [Positive Trait] you bring to the

team.

In our meeting today about [Topic] , you did a great job of [Specific Action] .

It made a huge difference and set a great example for the whole team.

Please keep bringing that fantastic [Positive Trait] to our discussions. Thanks

for being a great teammate!

Cheers,

[Your Name]
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Team-Wide Recognition

From a Manager

Best For

v Major collective achievement
v Team-wide praise from manager

v/ Celebrating team success

Y% SubjectLine

Incredible work on [Project/Goal], Team!

EMAIL TEMPLATE

Hi Everyone,

| want to give a huge congratulations to all of you for [Major

Accomplishment] .

We set an ambitious goal, and because of your [Specific Skills] , we didn't just

meet it—we crushed it.

Be incredibly proud of what you've achieved. This sets a new standard for
what we can accomplish. Let's take this momentum into [Next

Project/Quarter] . It's a privilege to lead this team!

Best,
[Your Name]
[Your Title]
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Quick Best Practices Checklist

Before you hit "send," run through this checklist to ensure your recognition has maximum impact.

Sincere Timely

Does it sound like a real person wrote it? Are you sending this as soon as possible

|s the tone genuine? after the achievement?

Specific Encouraging

Did you avoid vague praise? Did you name the Does your "future expectation" sound like
specific task, project, or behavior? confidence, not pressure?
Impact-Oriented Customized

Did you explain why it mattered? Did you connect Did you replace all the bracketed [text] with
their work to a positive outcome? specific details?
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