NOTIFY EMPLOYEE OF APPRECIATION FOR DEDICATION AND EXTRA-CURRICULAR INVOLVEMENT

M E M O R A N D U M

To:

[NAME OF EMPLOYEE]

From:

[NAME OF SENDER]

Date:

[DATE OF MEMORANDUM]

Subject:
[DESCRIBE SUBJECT OF APPRECIATION, ex. Extra-Curricular Involvement]

This is just a short note to commend you for your exceptional contribution to our company over the last year.

Your involvement in organizing social functions and rallying the employees has resulted in a significant improvement in employee moral and productivity.

Your hard work and effort have been duly noted and appreciated. These will be given consideration in your performance review this year.

Thanks again.

