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How to Use This Workbook
This workbook guides managers through six short modules on giving meaningful recognition. Each module includes learning objectives, key points, and a hands-on exercise with space to write. Finish with the Action Plan Worksheet to turn what you’ve learned into commitments for your team.
Workbook at a Glance
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	Final
	Action Plan Worksheet
	Set goals and deadlines


Module 1: Why Recognition Matters
	Learning Objectives
1. Understand the link between recognition and engagement
1. Learn its impact on retention and morale


Key Points
1. Recognition boosts productivity
1. Recognition strengthens collaboration in project teams
Exercise: Discussion
	How does recognition affect your team’s performance?
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Module 2: Principles of Effective Recognition
	Learning Objectives
1. Apply timely and specific recognition
1. Align recognition with company values


Key Points
1. Timely
1. Specific
1. Aligned
1. Inclusive
Exercise: Practice
	Rewrite generic praise into specific recognition statements.
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Module 3: Recognition Methods
	Learning Objectives
1. Differentiate formal and informal recognition
1. Encourage peer-to-peer recognition


Key Points
1. Formal: Awards, bonuses
1. Informal: Verbal praise, emails
1. Peer-to-peer: Kudos boards
Exercise: Brainstorm
	Brainstorm creative recognition ideas for your team.
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Module 4: Common Pitfalls to Avoid
	Learning Objectives
1. Identify mistakes that undermine recognition


Key Points
1. Overlooking quiet contributors
1. Generic praise
1. Favoritism
Exercise: Case Study
	Spot what went wrong in a poorly executed recognition scenario.
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Module 5: Practical Tools for Managers
	Learning Objectives
1. Use templates and scripts effectively


Key Points
1. Email templates
1. Meeting scripts
1. Digital platforms
Exercise: Role-Play
	Practice giving recognition during a team meeting.
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Module 6: Measuring Impact
	Learning Objectives
1. Track engagement and program participation


Key Points
1. Use surveys
1. Monitor metrics
1. Gather feedback
Exercise: Planning
	Plan how you’ll measure recognition success in your team.
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Action Plan Worksheet
Use this worksheet to commit to next steps for your team. Add your own steps in the blank rows.
	Step
	Action
	Deadline

	1
	Define recognition goals
	

	2
	Select recognition methods
	

	3
	Schedule team rituals
	

	4
	
	

	5
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