EMPLOYEE APPRECIATION DAY 2025
COMMUNICATION TEMPLATES

Use these ready-to-go templates to spread the message of appreciation!

New Message 8 X
Recipients
You Make a Difference - Thank You!

Dear [Team/Employee's Namel,

Today, we recognize Employee Appreciation Day, but the truth is, we appreciate you every
single day.

L 1 -
Email from Leadership
Your hard work, dedication, and passion make [Company Name] an incredible place to be.

Whether it’s the small moments of collaboration or the big wins that push us forward, your (Formal’ & PrOfeSSIOnal)
efforts do not go unnoticed.

We are grateful for the impact you make, the energy you bring, and the difference you
create for our customers, our team, and our company.

Thank you for being a valuable part of our journey. Enjoy today—you’ve earned it!

Best regards,
[Your Name]
[Your Title]
[Company Name]
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Recipients
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A Heartfelt Thank You

Dear [Employee's Name],

Today is Employee Appreciation Day, and while we take this moment to celebrate,
I want you to know that your contributions are valued every single day.

The work you do, the passion you bring, and the impact you have on our team make all the
difference. You are an essential part of what makes [Company Name] such a special place.

So today, take a moment to reflect on all that you’ve accomplished, and know that we see

u u and appreciate you. Thank you for all that you do—we couldn’t do this without you!
Email from Leadership
With gratitude,
(Warm & Personal Tone) [Your Name]
[Your Title]
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Social Media Post Template
OPTION 1 (General Recognition)

"Today, we celebrate the heart of [Company Namel - our amazing
employees!

Happy Employee Appreciation Day to the team members who
make everything possible. Your hard work and dedication inspire us
every day. Thank you!

#Gratitude #EmployeeAppreciationDay #BestTeamEver"

Social Media Post Template
OPTION 2 (Team Spotlight)

"Great teams create great results! %

On Employee Appreciation Day, we want to recognize the
incredible efforts of our employees who go above and beyond every
day. Thank you for your dedication, passion, and commitment to
making [Company Namel an incredible place to work! @

#ThankYou #Gratitude #BestTeamEver"

Social Media Post Template
OPTION 3 (Leadership Quote & Appreciation)

‘Leadership is not about being in charge—it's about taking care of
those in your charge.” - Simon Sinek.

On this Employee Appreciation Day, we want to express our
deepest gratitude to the hardworking people behind [Company
Namel. Thank you for your dedication, innovation, and teamworR!

Bedership is not about be
Sabout taking'c

#EmployeeAppreciation # Teamwork #Leadership”
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February 19, 2025 at 10:16 AM

Meeting Script for Leaders

General Appreciation

"Before we dive into today's agenda, | want to
take a moment to express my appreciation for
each of you. Your contributions, teamwork,
and dedication do not go unnoticed. Today, on
Employee Appreciation Day, | want to
personally say thank you for making this
workplace one that truly ROCKS!

Each of you brings unique skills and talents
that help us grow and succeed. Your work
matters, and so do you. Let's take a moment
to recognize each other and celebrate the
incredible team we have here!"

Meeting Script for Leaders

(Interactive)
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Meeting Script for Leaders

(General Appreciation)

10:05 @ L

February 19, 2025 at 10:05 AM

Meeting Script for Leaders

Interactive

"Today is Employee Appreciation Day, and I'd
like to start by going around the room (or
virtual call) and having each person share
something they appreciate about a colleague.

Too often, we get caught up in the day-to-day
and forget to acknowledge the incredible work
happening around us. Let's take a moment to
lift each other up—because when we show
gratitude, we create a culture that thrives!"
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Slack/Teams Message Template

(Company-Wide Announcement)

"Shoutout to the best team ever!

Today is Employee Appreciation Day, and we want to recognize each and every
one of you for the incredible work you do. Thank you for your dedication, your
teamwork, and the positive impact you make every day. We are so lucRy to have

you! @

Drop a = or a B in the chat to celebrate!”

Slack/Teams Message Template

(Encouraging Peer Recognition)

‘Happy Employee Appreciation Day!

Let's spread the gratitude—take a moment today to shout out a teammate who
has made a difference for you. Whether it's their support, creativity, or kindness,
tag them below and let's celebrate the amazing people we work with!

#Gratitude #BestTeamEver"
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Personalized Recognition Award Message

New Message - @ X
Recipients
Congratulations - You’re a Star!

Dear [Employee's Name],

On this Employee Appreciation Day, | want to take a moment to recognize you for your
incredible contributions to [Company Namel].

Your dedication, passion, and commitment do not go unnoticed. From the way you
[specific example of great work they did], to your ability to [another quality they bring to
the team], you are truly an essential part of this company.

We are so lucky to have you, and | hope you take a moment today to celebrate yourself.
You deserve it!

With gratitude,

[Your Namel]
[Your Titlel
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MAKE APPRECIATION A HABIT, NOT A HOLIDAY!

Employee Appreciation Day is just the beginning—gratitude should be part of your workplace
culture year-round. Use these templates to recognize your team, and remember that a simple
"thank you" can make all the difference.

Which message will you use today? &

RYAN
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