
Letter of Praise 

Date: [Insert Date] 

To: [Receptionist's Name] 

From: [Your Name] 

Subject: Appreciation for Your Friendly Demeanor 

Dear [Receptionist's Name], 

I hope this message finds you well. I wanted to take a moment to express my sincere 

appreciation for your consistently friendly demeanor when welcoming guests at our front desk. 

Your warm and inviting smile, along with your helpful attitude, creates an atmosphere that 

makes everyone feel valued and comfortable. 

Your ability to handle inquiries with patience and professionalism not only enhances the 

experience of our clients but also sets a wonderful tone for the entire office. It is evident that you 

take pride in your work, and it does not go unnoticed. 

Thank you for being such a crucial part of our team. Your efforts are truly appreciated! 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


