
Letter of Appreciation 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Date] 

[Recipient's Name] 

[Recipient's Title/Position] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to express my heartfelt appreciation for your invaluable service and dedication. 

Your efforts in [specific task or project] have greatly contributed to [specific outcome or goal]. 

Your professionalism and commitment to excellence do not go unnoticed. Thank you for your 

hard work and unwavering support; it truly makes a difference. 

Once again, thank you for everything you do. I am looking forward to continuing our work 

together. 

Warm regards, 

[Your Name] 

[Your Title/Position] 


