
Letter of Gratitude 

Date: [Insert Date] 

To: [Leader's Name] 

From: [Your Name] 

Subject: Thank You 

Dear [Leader's Name], 

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

words and praise regarding my recent work on [specific project or task]. Your recognition means 

a great deal to me and motivates me to continue striving for excellence. 

It is a privilege to work under your leadership, and I truly appreciate the support and guidance 

you provide. Your encouragement not only boosts my confidence but also inspires our entire 

team to achieve our goals. 

Thank you once again for your kind remarks. I look forward to continuing to contribute to our 

team's success and making you proud. 

Sincerely, 

[Your Name] 

[Your Position] 


