
Letter of Appreciation 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

I am writing to express my sincere appreciation for your exceptional performance as a 

receptionist at [Company Name]. Your efficient handling of calls, inquiries, and client 

interactions has not gone unnoticed. 

Your professionalism and attentiveness have created a welcoming atmosphere for both clients 

and colleagues alike. Your ability to manage multiple tasks seamlessly while maintaining a 

positive demeanor is truly commendable. 

Thank you for your hard work and dedication. You are a vital part of our team, and we are 

grateful for your contributions. 

Warm regards, 

[Your Name] 

[Your Title] 

[Your Company] 


