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1. SET THE CONTEXT

“I was so impressed by your presentation last Thursday.”

“We are here to honor Jen’s 15th anniversary!”

“Dave has worked tirelessly the past two weekends to re-calibrate 
our systems.”
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2. DESCRIBE THE
ACCOMPLISHMENT

“Within a week, the report I needed was on my desk.”

“You developed incredible training and tools for our team.”

“You really role model what we mean when we say ‘We welcome
diverse perspectives and strive to create an inclusive atmosphere.’”
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3.BE SPECIFIC

“This is a great example of how we take ownership.”

“Thanks to your e�orts, we’ve seen downtime drop by 12% this month.” 

“Your presentation helped our sales force double leads in November.”
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4.BE PERSONAL

“You are so good at making complex data clear and compelling.”

“This reminds me once again of how fortunate we are to have your 
expert perspective on our side.”

“Your sense of humor keeps us smiling and inspires everyone
on the team.”
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5.THANK THEM

“Thank you once again for your __________.” 

Other ways to express appreciation include:
“We appreciate __________.” or “I am grateful for __________.”


	Text7: Describe the reason for the recognition. What was the situation? What caused you to write a thank-you note or gather as a team?
	Text8: What did they do? How did it help? What difference does it make?� How did they make an impact?
	Text9: Elaborate the specific outcomes you appreciate. Connect the accomplishment to one of our core values or an organizational goal.
	Text10: Share a story, weave in a smile, or observe a personal quality that’s worth celebrating!
	Text11: It may seem obvious, but don't forget to close with a genuine thank you.
	Text12: MEANINGFUL APPRECIATION: WHAT DO I SAY 
Whether it’s writing a simple thank-you note or presenting an award, it’s easy to make appreciation meaningful if you follow these few simple steps.


