To,
Owen Wilson
Project Manager
Texas City, Las Vegas 6790
Dated: 9th of May 201xx
Subject: Appreciation for good work
Dear Owen,
On behalf of the management team I would like to congratulate you for ensuring that the projects of the organizations are executed successfully. We appreciate your efforts and the organization has highly benefited from it.
There were lots of pending projects in the organization. Most of them were exceeding the estimated budget that we had. We had the constant fear of losing out on our clients and feared that they would ask us to return the advance payment. We even had less hope of meeting the deadline set by the clients. But you have perfectly performed your job functions as a project manager. You have ensured that the projects are completed within the deadline.
 You have also ensured that the projects are completed within the budget. I believe that you would continue to give your best efforts for the growth of the organization. We would like to congratulate you again for the good work.
Regards,
Jane Austen
Managing Director
RG Group of Companies












