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HOW TO USE THIS TOOLKIT

This playbook is designed to help you to plan Employee Appreciation Day and build a recognition cadence that sticks.

Quick start (10 minutes):

•	 Pick a simple theme for the week (example: “Recognize. Reward. Repeat.”).

•	 Choose your reward path: Our Rewards, MaxSite, Reward Events, or a mix.

•	 Assign owners using the 2-week planning timeline.

•	 Run the 5-Day Appreciation Sprint and use the message templates to support managers.

•	 Measure participation and sentiment, then plan the next 30-90 days.

Make it feel real:

•	 Keep recognition specific: name the moment and the impact.

•	 Make it visible: share a few stories across teams and locations.

•	 Deliver rewards on time: timing matters as much as the reward itself.

•	 Design for everyone: include remote and deskless employees from the start.

Quick start:

•	 Pick a theme for the week.

•	 Choose your Rymax reward path: Our Rewards, MaxSite, or Reward Events.

•	 Run the 5-Day Appreciation Sprint, then keep recognition going.

What Rymax brings to your Employee Appreciation Day

OUR REWARDS

Premium, brand-name rewards employees actually want, across budget tiers.

MAXSITE

A simple points-based storefront that makes choice easy and redemption smooth.

REWARD EVENTS

Onsite or virtual experiences that turn appreciation into a memorable moment.

TIP: Pair the toolkit plan with one of the options above so recognition feels personal 
and the reward experience feels intentional.

https://rymaxinc.com/how-we-do-it/rewards/
https://rymaxinc.com/how-we-do-it/maxsite/
https://rymaxinc.com/how-we-do-it/reward-events/


Pick your theme and activation

Choose one unifying idea that makes the day feel cohesive, then repeat it across email, intranet, 
and manager messaging.

Theme ideas:

•	 Recognize. Reward. Repeat.

•	 Small moments, big impact.

•	 Thanks for making it happen.

•	 The work behind the wins.

•	 You make the difference.

•	 Shout-outs that stick.

Activation ideas:

•	 Leader kickoff note:  one “moment that mattered” story.

•	 Manager round-up: each manager recognizes at least two people with specific examples.

•	 Peer-to-peer wall (digital or physical): post short shout-outs all week.

•	 Points drop (MaxSite): award points to everyone with a clear reason and a simple redemption path.

•	 Curated gifts (Our Rewards): a short set of “most loved” options by tier.

•	 Reward Event: pop-up, showroom-style moment, or a virtual selection experience.

THE 2-WEEK PLANNING TIMELINE

A simple, repeatable timeline that works for most organizations. Adjust dates to match your communications calendar.

WHEN WHAT TO DO NOTES

T-14 to T-10 Confirm budget and reward approach
Decide: Our Rewards, MaxSite points,  
Reward Events, or a mix

T-14 to T-10 Pick your theme and key message
One theme used everywhere feels cohesive  
and easier for managers

T-10 to T-7 Build your reward
Curate a short collection or set points amounts  
and redemption rules

T-10 to T-7 Create communications
Email, intranet, posters, Slack/Teams,  
leader note. Keep it simple

T-7 to T-5 Enable managers
Send the message templates and a one-page  
“how to recognize well” tip sheet

T-5 to T-1 Run the 5-Day Appreciation Sprint Start building momentum into kick-off day

Day-of Celebrate and deliver
Share highlights. Deliver rewards, launch points,  
or host an event moment

T+1 to T+7 Measure and follow through
Pulse questions, participation, redemption,  
and 3-5 stories



THE 5-DAY APPRECIATION SPRINT

Plan for the week. Use it as-is or swap days to match your schedule.

DAY WHAT TO DO HELPFUL PROMPT

Day 1: Set the tone
Leader message: what we value  
and how we show it

Share the theme and ask managers to 
recognize one person today

Day 2: Make it specific
Managers: recognize a moment,  
not a title

Use a template and add a real example  
and impact

Day 3: Invite peers Team shout-outs: quick and public
Ask employees to recognize someone  
who helped them this week

Day 4: Tie to values Connect work to your culture
Call out how someone lived a company  
value or made work easier for others

Day 5: Celebrate + reward Deliver rewards and share highlights
Launch points, deliver gifts, or  
host a Reward Event moment



MANAGER MESSAGE TEMPLATES

These templates are designed for speed and consistency. Personalize with one real example and you are done.

Slack or Teams

Email to a direct report

1:1 recognition script (spoken)

Subject: Thank you for the way you showed up

Hi [Name],

I want to recognize the work you did on [project or task]. What stood 
out was [specific behavior]. The impact was [result].

Thank you for bringing your strengths to the team. I appreciate you.

[Manager Name]

Quick shout-out to [Name] for [specific action] this week. 
It helped [result]. Thank you for making that happen.

[Name], I noticed how you [behavior] on [project]. It 
made a di�erence because [impact]. Appreciate you.

Team: take 2 minutes today to recognize someone who 
helped you this week. Name the moment and the impact.

I want to take a minute 
to recognize your work 
on [X]. What I saw was 

[specific behavior].  
It mattered because 

[impact].

Your strengths in 
[strength] showed up 
when you [example]. 

Thank you.  
What work are you 

most proud of  
right now?

What support 
do you need 

from me to keep 
building on this?

Quick shout-out to [Name] for [specific action] this week. 
It helped [result]. Thank you for making that happen.

Team: take 2 minutes today to recognize someone who 
helped you this week. Name the moment and the impact.

[Name], I noticed how you [behavior] on [project].  
It made a difference because [impact]. Appreciate you.



REWARD IDEAS THAT FEEL PERSONAL

MEASURE AND KEEP IT GOING

You can make rewards feel special at any budget. The keys are choice, quality, and on-time delivery.

Three easy ways to deliver rewards with Rymax:

•	 MaxSite points: award a simple points amount and let employees choose what they want.

•	 Rymax Rewards Collection: pick a short set of options by tier (10 to 20 items) so choice stays easy.

•	 Reward Events: create a wow moment with an onsite pop-up or a virtual selection experience.

Budget tiers examples

BUDGET TIER WHAT WORKS WELL

Under $25 Small, useful wins: drinkware, desk upgrades, snacks, self-care, accessories.

$25 - $75 Everyday favorites: headphones, kitchen tools, wellness, beauty, home, travel accessories

$75 and up Statement rewards: premium tech, luggage, cookware, trophy-value rewards



MEASURE AND KEEP IT GOING

Keep measurement lightweight so you can repeat recognition all year.

Suggested metrics

•	 Participation rate: percent of employees who received recognition or a reward.

•	 Manager activation: percent of managers who sent at least one recognition message.

•	 Redemption rate (if points or catalog): percent redeemed within 30 days.

•	 Pulse score: one question on appreciation and one on belonging.

•	 Stories: collect 3 to 5 short quotes that show what landed.

Pulse questions (copy and paste)

•	 In the past 7 days, I have received meaningful recognition for my work. (Strongly disagree to Strongly agree)

•	 I feel valued for the contributions I make at work. (Strongly disagree to Strongly agree)

•	 What is one recognition moment this week that mattered to you? (Open text)

How Rymax can support your program

•	 Our Rewards: premium, brand-name options across budget tiers and categories.

•	 MaxSite: a points-based shopping experience that makes choice easy for employees.

•	 Reward Events: create a wow moment with curated onsite or virtual experiences.

•	 Program support: help with planning, fulfillment, and communications so everything feels cohesive and on time.



ABOUT RYMAX
Rymax, the leading full-service provider in the incentives industry, builds loyalty-marketing programs with the most in-

demand and motivational rewards. We offer clients unlimited brand-name rewards, a robust recognition and rewards 

platform, award-winning fulfillment, and a dedicated account team for all loyalty marketing needs. Our elite team is 

unwavering in their commitment to delivering turnkey solutions under one roof. We help clients thrive in a competitive 

landscape by delivering tailored solutions that drive results.

Want to learn more about Rymax? 					   
Please visit us at www.rymaxinc.com

19 Chapin Road, Building B

Pine Brook, NJ 07058
1-866-RYMAX-11
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Want a fast plan for your organization? 

Contact your Rymax representative for a tailored recommendation based on your audience, budget, and timeline.

https://www.rymaxinc.com
https://rymaxinc.com/contact-us/

