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	My Favorite Things

	A recognition tool for leaders who want it to feel personal



For the leader: read this first.
Recognition lands when it’s meaningful to the person receiving it. A public shout-out that one person appreciates, may make another person cringe. This tool lets each person tell you, in their own words, how they like to be recognized. The form is provided on the following pages along with an example.
	Why This Tool Works



1. It reduces your guesswork. You stop wondering whether a gift card or a public thank-you will be well received. The person has already told you their preferences.
1. It makes recognition feel personal. A small gesture that fits beats an expensive one that misses. This form surfaces the specifics for each team member.
1. It supports inclusion. Quieter team members, remote staff, and new hires get recognized in a way that suits them.
	How to Roll It Out



Set expectations: Say what it is, and that it's optional. It makes recognition personal.
Share the form and give a due date: A week is plenty of time. Send the form with the script below.
Store completed forms somewhere private: A locked folder or a single spreadsheet you control.
Keep a team view with the Excel tracker: The companion Excel and Sheets tracker gives you one row per person, so you see everyone at a glance and log who you last recognized. That helps a leader to avoid favoring team members and seeking out opportunities to highlight the all key contributors over time.
Use it fairly and revisit it: Glance at the profiles as part of your routine, and refresh answers once a year.

	The One-Minute Intro Script



Paste this into an email, a Slack or Teams message, or say it at the top of a meeting.
	“Hey team, a quick and optional request. I'm putting together a simple My Favorite Things profile for each of us, so recognition fits the person instead of being generic. Share only what you're comfortable sharing, skip anything you don’t want to answer, and know that I’ll ask everyone to review and update this annually. It should only take a few minutes to complete, but please send it back to me by the end of this week.”



	A privacy note worth keeping. Keep the whole thing optional and work-appropriate. Let people skip anything, and never require sensitive details. The goal is to make people feel seen, so anything that feels like surveillance defeats the purpose.

	My Favorite Things

	Your recognition profile · share only what you'd like



	Name
	

	Team or role
	



	Part 1  ·  How You Like to Be Recognized



Please complete the following questions to help ensure that when you are being recognized for a key contribution it’s done in a way that will be meaningful to you.
	When you do great work, how do you prefer to hear it?
☐  A private note        ☐  A quiet 1:1 thank-you        ☐  A public shout-out       
☐  Other: ________________________

	What kind of recognition means the most to you?
☐  Specific praise        ☐  More autonomy        ☐  A learning chance        ☐  A small treat        
☐  Time or flexibility  ☐  Other: ________________________

	Do you like being recognized in the moment, or later once some time has passed?
☐  In the moment        ☐  A little later        ☐  Either is fine        

	Whose recognition means the most to you?
☐  My direct manager        ☐  A senior leader        ☐  My teammates or peers        
☐  Anyone, it all counts     ☐  Other: ________________________

	What should someone avoid when recognizing you?
For example: surprises, public attention, food gifts, flowers or plants, or other.
	e.g. “Please no surprise parties, they stress me out.”



	A recognition moment you appreciated before, and why it worked
One real example says more than a whole checklist.
Optional
	e.g. “My last manager left a handwritten note on my desk.”



	Part 2  ·  Small Treats and Pick-Me-Ups



The little things that make an ordinary day better. Keep these easy and low-cost; that's what makes them sustainable for a team with limited resources.
	Favorite snack, or “no food gifts”
Chips, trail mix, dark chocolate, fresh fruit, whatever hits the spot.
	e.g. dark chocolate almonds, or salt-and-vinegar chips


	Favorite drink
Include how you take it, if it matters.
Optional
	e.g. oat-milk latte, unsweetened iced tea


	Any dietary notes or allergies to be aware of
So a kind gesture never turns into an awkward one.
Optional
	e.g. vegetarian, nut allergy, or “prefer not to say”


	A go-to low-cost pick-me-up
A bookstore, your favorite music, fresh flowers, nice pens, a car wash.
	e.g. a used bookstore gift card, or fresh flowers





	Part 3  ·  Experiences and Interests



A little more about what you enjoy, so recognition can sometimes be an experience and not just an item.
	Favorite restaurant, coffee shop, or delivery spot
For a team lunch, a treat, or a gift card that fits you.
Optional
	e.g. the taco place on 5th, or any good ramen


	A hobby or interest you enjoy outside work
Only if you'd like to share.
Optional
	e.g. gardening, trail running, board games


	Something you've always wanted to try
Sometimes the best reward is a nudge to go do it.
Optional
	e.g. a pottery class, or a day at the coast





	Part 4  ·  Practical Notes



Everything here is optional, and “prefer not to say” is always a fine answer. Share only what helps your manager and team recognize you well.
	A birthday or work anniversary you'd enjoy marking
Month and day is plenty; no year needed.
Optional
	e.g. March 14, or “May work anniversary”


	If we ever do team apparel, your size
So swag fits right.
Optional
	e.g. M, or “prefer not to say”


	If you're remote and we mail something, a shipping address
Only if you're comfortable sharing it. This can stay blank.
Optional
	Street, city, state, ZIP





	Part 5  ·  Anything Else



	In your own words, what does good recognition look like for you?
This is the one your manager will come back to most.
	Say it however you'd say it to a friend.




	Anything else you'd like your team to know
The floor is yours.
Optional
	




	Thank you. Your answers help the people you work with recognize you in a way that fits. You can update this anytime; just let your manager know.




	Sample: A Completed Profile

	How a filled-out form looks · for guidance only



Here's the whole form filled in by one person, so you can see what useful answers look like. Notice the answers are specific and honest, not elaborate. 
	Name
	Jordan Rivera

	Team or role
	Customer Support, second shift



	Part 1  ·  How Jordan Likes to Be Recognized



	When you do great work, how do you prefer to hear it?
☑  A private note        ☐  A quiet 1:1 thank-you        ☐  A public shout-out        
☐  Other: ________________________

	What kind of recognition means the most to you?
☑  Specific praise        ☐  More autonomy        ☐  A learning chance        ☐  A small treat        
☐  Time or flexibility   ☐  Other: ________________________
Also time or flexibility over gifts.

	Do you like it in the moment, or later once some time has passed?
☐  In the moment        ☑  A little later        ☐  Either is fine        

	Whose recognition means the most to you?
☑  My direct manager        ☐  A senior leader        ☐  My teammates or peers        
☐  Anyone, it all counts      ☐  Other: ________________________
A word from you carries more weight than a company-wide email.



	What should someone avoid when recognizing you?
	Surprise spotlights and anything that puts me in front of a crowd. A quiet “you handled that well” means more.

	A recognition moment you appreciated before, and why it worked
	A leader once forwarded my email to the team with one line about what I did right. Small, but I still remember it.



	Part 2  ·  Small Treats and Pick-Me-Ups



	Favorite snack
	Salt-and-vinegar chips, or good dark chocolate.

	Favorite drink
	Oat-milk latte, no sugar.

	Dietary notes
	Vegetarian. No allergies.

	Low-cost pick-me-up
	A gift card to a used bookstore. I could spend an hour in one.



	Part 3  ·  Experiences and Interests



	Favorite spot
	The Thai place near the office. Their lunch special is unbeatable.

	Hobby outside work
	Trail running, and slowly learning to bake bread.

	Always wanted to try
	A pottery class. Never made the time.



	Part 4  ·  Practical Notes  (all optional)



	Birthday or anniversary
	March 14. Work anniversary in September.

	Apparel size
	Medium.

	Shipping (remote)
	Prefer not to share; I'm in the office most days.



	Part 5  ·  Anything Else



	Good recognition looks like
	Quiet, specific, and honest. Tell me what I did and why it mattered. Skip any fanfare please.

	Anything else
	I notice when teammates get recognized and I'm glad for them, so keeping it even across the team matters to me.



	What a manager does with this: Jordan just told you to skip the public spotlight, catch them after a shift, and lead with specific words. A used-bookstore gift card and a quiet “you handled that well” would land far better than an award at a large team meeting. That's the whole point of this tool.




Find more free leadership tools, templates, and resources at www.Leadership-Tools.com
