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Recognition and Rewards Program Guide
A step-by-step guide for creating impactful employee recognition programs.

Cover Page:

Title: Recognition and Rewards Program Guide
Subtitle: Boost morale and retention through meaningful recognition.

Introduction:

Employee recognition is a cornerstone of engagement. This guide helps HR teams design

and implement impactful recognition programs tailored to their workforce. Recognize
contributions, celebrate milestones, and create a culture of appreciation.

Step-by-Step Guide:

Step 1:
[ ]

Step 2:

Step 3:

Step 4:

Step 5:

Step 6:

Identify Objectives
Example: "Increase employee engagement scores by 20% within 6 months."
Understand Employee Preferences

Collect data through surveys or focus groups.
Choose Recognition Methods

Peer-to-peer recognition.
Manager-led awards.
Milestone celebrations (e.g., anniversaries).

Decide on Rewards

Monetary: Bonuses, gift cards.
Non-monetary: Extra time off, certificates.

Communicate the Program
Use email templates, meetings, and intranet announcements.
Measure Effectiveness

KPls: Participation rates, survey feedback.
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Templates and Examples:

e Certificate of Achievement template (editable).
e Email script for announcing employee recognition awards.

Case Studies:

Include short examples of successful recognition programs from similar organizations.
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