
Letter of Gratitude 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

I hope this letter finds you well. I am writing to express my heartfelt gratitude for recognizing 

my contributions and efforts in [specific project or area]. Your acknowledgment means a lot to 

me. 

Receiving your recognition has not only motivated me but has also encouraged me to continue 

striving for excellence in my work. I greatly appreciate your support and guidance throughout 

this journey. 

Thank you once again for your kind words. I am looking forward to contributing even more to 

our team and achieving greater success together. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


