
Letter of Appreciation 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company Address] 

Dear [Recipient's Name], 

I am writing to express my heartfelt appreciation for the outstanding contributions you made 

during your recent temporary assignment as [Insert Position or Role]. Your dedication and hard 

work played a significant role in achieving our team's objectives. 

Your ability to [mention specific achievements or qualities, e.g., lead the project, meet deadlines, 

collaborate with the team, etc.] has not gone unnoticed. The positive impact you had on our 

operations during this period is truly commendable. 

Thank you once again for your exceptional performance and commitment to excellence. We are 

grateful to have had you on our team during this crucial time, and we look forward to your 

continued contributions in the future. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 


