Letter of Appreciation

Date: [Insert Date]

[Employee’'s Name] [Employee's Address] [City, State, Zip Code]

Dear [Employee's Name],

| am writing to extend my sincere appreciation for your outstanding performance as recognized
in your recent commendation. Your dedication and commitment have contributed significantly to

our team's success and the company's overall growth.

Your hard work and professionalism were clearly evident and did not go unnoticed. We are
grateful to have someone with your talents and skills as part of our organization.

Thank you once again for your exemplary contributions. We look forward to your continued
success and achievements at [Company Name].

Warm regards,

[Your Name] [Your Position] [Company Name] [Company Address] [City, State, Zip Code]



