



SAMPLE LETTER
RECIPIENTS OF COLLEGE PRESIDENT'S EXCELLENCE AWARD

DATE

MEMORANDUM 

TO:
Recipient
FROM:
Area Head

SUBJECT:
200X COLLEGE PRESIDENT'S EXCELLENCE AWARD

I am proud to inform you that you have been awarded the College President's Recognition of Excellence Award. This award is given in recognition of your exemplary work ethic and performance as well as your commitment and dedication to furthering the College's mission. Congratulations on this outstanding achievement!

To celebrate your achievement, please join your colleagues and me at the Excellence Awards Reception on DAY, DATE, TIME, and PLACE. At that time you will be presented with your certificate and award.

Again, congratulations on your accomplishment and I look forward to seeing you on this special occasion.

