 [ your company’s name ]





 [ address ]



  


  [ contact numbers ]




       [ date ]

Your ref.:

Our ref.:

[ name and title of recipient ]

[ recipient’s address]

Dear [ name ],


Re: Congratulations for receiving the award

We would like to offer you our sincere congratulations on receiving [ award ].  

Your winning of this award has proved that our choice to put you in the candidates list was absolutely right. We will add merits to your personal profile, which may be beneficial to your future career.  

Warmest congratulations to you once again and hope you will obtain continued success in the future.

.

Yours truly,

[ your signature ]

[ your name ]

[ your title ]

