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Today's presentation went very well and was well received by the department managers; I was also pleased to see that the team accomplished its key goals. I want to personally thank you for informally assisting your project team to stay on track and on target to meet their goals for this most significant contribution to our profitability this year.
Without your willingness to step up and, despite some pushback from team members, persist in keeping the team on track, the project would certainly have strayed off course.
That would have been bad for our customers and business results this year.
Specifically, your scheduling of meetings with a specific purpose, your use of an agenda with time allotments, your meeting minutes distributed within 24 hours, and your excellent meeting facilitation really helped the team make progress. They, with your leadership, accomplished the desired outcome—a 5 percent increase in the profitability of the product.
On the creative side, taking the team on field trips to see what several non-competing companies had done on a similar project appears to have been a key success factor, too. They brought useful new knowledge into the company.
Again, thank you. The project was well worth your time and investment and, on behalf of the entire management team, I want you to know that we really appreciate your efforts.
You will also receive a bonus of $5,000.00 to thank you for your contribution. You'll receive it in your next paycheck.
Regards,

