
Letter of Praise for [Assistant's Name] 

Date: [Insert Date] 

To: [Assistant's Name] 

From: [Your Name]  

[Your Position] 

Dear [Assistant's Name], 

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

appreciation for the exceptional work you have been doing as my personal assistant. Your 

dedication and professionalism have not gone unnoticed. 

From managing my calendar effectively to ensuring that meetings and deadlines are met, your 

attention to detail has significantly enhanced my efficiency. I am particularly impressed with 

your ability to anticipate my needs and proactively address potential challenges. Your 

exceptional communication skills have fostered a positive working environment and have been 

instrumental in making our operations smoother. 

Thank you for your hard work and commitment. You play a vital role in our organization's 

success, and I truly value your contributions. Please keep up the excellent work! 

Best regards, 

[Your Name]  

[Your Position]  

[Company Name] 


