To

Richard Branson

Sales executive

Jamie and Cookie Shopping Store,

East Bridge, 456, Fountain edge, London

Date: 4th May 2014

Subject: appreciation you for your efforts.

Dear Richard

I am writing this letter to you on behalf of the management team at Jamie and Cookie to appreciate and applaud your recent efforts and hardwork on the Holiday Season Project.  We are very happy and proud that you helped in completing the project on time and in a way that exceeded our expectations.  It is through employees like you that companies like ours achieve success and win more clients.

This Holiday project and business sales plan was very important for Jamie and Cookie as it was the right time to capitalize on the consumer shopping needs and you certainly did very well.  Your charming personality, good communication skills and an honest approach when talking to customers has been an inspiring example for other sales executives too and has helped us fulfil our desired sales goal.

It is commendable to see your growth in the past few months and keeping this in mind, we have decided to give you a bonus with your next salary.  Hope you continue working with the same spirit.

Thanking you

John Kennedy
