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Introduction

This type of letter is generally written by the employer of the organization to acknowledge the
performance of his staff by appreciating them. A word of appreciation means a lot in the professional
world. By doing so, you are not only motivating your employee but also help him in increasing his self

confidence.

Writing an appreciation letter will not take much of your time, but it will definitely bring a smile on

the face of the reader.
Appreciation Letter for Performance Tips
Following points should be considered for writing an effective appreciation letter for performance:
e Firstly it is vital to appreciate the person with complete sincerity.

*  You must mention in your letter word of praises and also how his performance helped in

increasing the productivity of the organization.

* Tone of the letter should be formal and polite. As a token of appreciation, you must reward

your employee with a performance bonus.

* Once you are through writing the letter, please recheck the same for spelling mistakes or

punctuation errors.
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Sample Appreciation Letter for Performance

To,

Mr. Peter Gomes

Manager Projects

ANC Constructions Pvt. Ltd.
California

Date (Date on which letter is written)
From,

John Fernandez

Senior Manager (Projects)
ANC Constructions Pvt. Ltd.
Sub: Appreciation letter
Dear Mr. Gomes,

It was a great pleasure for me to inform you that the project of Joseph Associates which was
undertaken by you has been successfully completed on time and that too with efficacy. | really
appreciate the professionalism by which you have handled the project. Even Mr. Joseph was also
praising you and your hard work in completing the project on time.

As a token of appreciation, | feel privileged to offer you performance bonus of $3000. Employees like
you are an asset to the organization and | hope that you will maintain the same spirit in future
projects also.

| wish you all the best.
Yours truly’

John Fernandez
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Appreciation Letter for Performance Template

To,

Date (Date on which letter is written)

From,

Sub:

Dear Mr. (Name of the person),

| am writing this letter to congratulate you on the successful completion of (Reason).

Your effort in achieving the same is truly appreciated. The way you have expressed your
professionalism in the project is commendable. The whole credit of success of this project goes

entirely to you. It has only happened because of your sheer hard work and dedication.

As a token of appreciation, Company has offered you a performance bonus of (amount). |

wish that you will maintain the same spirit in future also.

| wish you all the best.

Yours truly’
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Disclaimer

The author and publisher of this Ebook and the accompanying materials have used their best efforts in preparing this Ebook. The author and publisher
make no representation or warranties with respect to the accuracy, applicability, fitness, or completeness of the contents of this Ebook. The information
contained in this Ebook is strictly for educational purposes. Therefore, if you wish to apply ideas contained in this Ebook, you are taking full responsibility

for your actions.

The author and publisher disclaim any warranties (express or implied), merchantability, or fitness for any particular purpose. The author and publisher
shall in no event be held liable to any party for any direct, indirect, punitive, special, incidental or other consequential damages arising directly or

indirectly from any use of this material, which is provided “as is”, and without warranties.
The author and publisher do not warrant the performance, effectiveness or applicability of any sites listed or linked to in this Ebook.
All links are for information purposes only and are not warranted for content, accuracy or any other implied or explicit purpose.

No part of this may be copied, sold, or used in any way other than what is outlined within this Ebook under any circumstances without express

permission from www.letters.org
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