
Letter of Appreciation 

Date: [Insert Date] 

To: [Colleague's Name] 

From: [Your Name] 

Subject: Thank You for Your Assistance 

Dear [Colleague's Name], 

I hope this message finds you well. I am writing to express my heartfelt appreciation for your 

assistance with [specific project or task]. Your support and expertise made a significant 

difference in our efforts and contributed greatly to our team's success. 

Your willingness to share your knowledge and insights was invaluable, and I genuinely enjoyed 

collaborating with you. Thank you for going above and beyond to ensure that everything ran 

smoothly. 

I look forward to working together on future projects and continuing to learn from your 

experience. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


