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Notify Employee of Excellent Report, Effort Noted - 
NOTICE – 

To:

[Employee name
From:

[Your name]

Date:

[…….]

Subject:
[Excellent Work] 

This is just a quick note to express thankfulness to you for the report you made on [state the subject report made on].

I have gone through the complete report, and I would say that it is very explanatory, thoroughly investigative and well presented.

It will help me greatly to – [State here the usefulness of report or, benefits this report can provide for the company]

We have noted your hard work and dedication duly.

Thanks again.
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