
Letter of Acknowledgment 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I am writing to formally acknowledge and express my appreciation for your dedication and hard 

work over the past [time period]. Your commitment to excellence has not gone unnoticed. 

Your contributions have significantly impacted our team, and the results you have achieved 

speak volumes about your work ethic and professionalism. I am consistently impressed by your 

proactive approach and the quality of your output. 

Thank you once again for your exceptional efforts. We look forward to your continued success 

and contributions in the future. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


