Acknowledgment of Appreciation

Date: [Insert Date]

[Recipient's Name]

[Recipient's Job Title]

[Company Name]

[Company Address]

Dear [Recipient's Name],

I would like to take this opportunity to express my sincere gratitude for the exceptional work you
have been doing as a receptionist at [Company Name]. Your positive attitude and professional
demeanor have a significant impact on our clients and guests.

Your ability to greet everyone with a smile and handle inquiries with patience and efficiency
enhances our reception area's atmosphere, making it welcoming and friendly. Your attention to
detail and organizational skills ensure that everything runs smoothly, and your contributions do

not go unnoticed.

Thank you once again for your hard work and dedication. We truly appreciate the positive
impression you create every day.

Warm regards,
[Your Name]
[Your Job Title]

[Company Name]



