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Building a Culture of Recognition
Recognition Email Templates
How to Use These Templates
These 10 email templates cover common recognition scenarios. Each one is ready to adapt: copy the subject line and body into your email, then personalize it before sending.
	Tips for Personalizing
1. Replace every [bracketed placeholder] with real names and details.
1. Be specific. Name the exact action and the result it produced.
1. Be timely. Send recognition soon after the contribution.
1. Keep it authentic. Adjust the wording so it sounds like you.


Templates at a Glance
	#
	Scenario
	Subject Line

	1
	Project Completion
	Congratulations on Completing [Project Name]

	2
	Innovation
	Your Innovative Solution Made a Difference

	3
	Safety Excellence
	Thank You for Prioritizing Safety

	4
	Leadership
	Outstanding Leadership During [Event/Project]

	5
	Teamwork
	Thank You for Being a Great Team Player

	6
	Client Praise
	Client Feedback: Excellent Work!

	7
	Going Above and Beyond
	Thank You for Going the Extra Mile

	8
	Milestone Achievement
	Congratulations on Reaching [Milestone]

	9
	Peer Recognition
	Kudos from Your Teammates!

	10
	Continuous Improvement
	Thank You for Driving Improvement


Template 1: Project Completion
	Subject:  Congratulations on Completing [Project Name]

	Dear [Name],
Your leadership and dedication during [Project Name] were outstanding. Thanks to your efforts, we delivered on time and exceeded client expectations. Your work truly reflects our commitment to excellence.
Best regards,
[Your Name]



Template 2: Innovation
	Subject:  Your Innovative Solution Made a Difference

	Hi [Name],
Your creative approach to [specific challenge] saved time and resources. This kind of thinking drives our success and sets us apart in the industry. Thank you for pushing boundaries!
Regards,
[Your Name]



Template 3: Safety Excellence
	Subject:  Thank You for Prioritizing Safety

	Dear [Name],
Your proactive steps to address [specific safety issue] ensured a safe environment for everyone. Safety is a core value, and your actions exemplify that commitment.
Thank you,
[Your Name]



Template 4: Leadership
	Subject:  Outstanding Leadership During [Event/Project]

	Hi [Name],
Your ability to guide the team through [specific situation] was exceptional. Your calm approach and clear communication kept everyone aligned and motivated.
Great job!
[Your Name]



Template 5: Teamwork
	Subject:  Thank You for Being a Great Team Player

	Dear [Name],
Your collaboration during [specific project/task] made a big difference. Your willingness to support others and share knowledge strengthens our team culture.
Appreciate your efforts!
[Your Name]



Template 6: Client Praise
	Subject:  Client Feedback: Excellent Work!

	Hi [Name],
Our client praised your work on [specific project]. They highlighted your professionalism and attention to detail. Thank you for representing us so well!
Regards,
[Your Name]



Template 7: Going Above and Beyond
	Subject:  Thank You for Going the Extra Mile

	Dear [Name],
Your extra effort on [specific task] didn’t go unnoticed. You went above and beyond to ensure success, and we truly appreciate your dedication.
Best,
[Your Name]



Template 8: Milestone Achievement
	Subject:  Congratulations on Reaching [Milestone]

	Hi [Name],
Congratulations on achieving [specific milestone]! Your hard work and persistence have paid off, and this accomplishment is well deserved.
Cheers,
[Your Name]



Template 9: Peer Recognition
	Subject:  Kudos from Your Teammates!

	Hey [Name],
Your peers have recognized your support during [specific project]. Your willingness to help and share expertise makes you an invaluable part of the team.
Keep it up!
[Your Name]



Template 10: Continuous Improvement
	Subject:  Thank You for Driving Improvement

	Dear [Name],
Your initiative to improve [specific process] has streamlined our workflow and boosted efficiency. Thank you for always looking for ways to make us better.
Regards,
[Your Name]
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