
Letter of Acknowledgment for Team 

Contributions 

Date: [Insert Date] 

To: [Team Member's Name] 

From: [Your Name] 

Subject: Acknowledgment of Your Contributions 

Dear [Team Member's Name], 

I would like to take this opportunity to express my heartfelt appreciation for your hard work and 

dedication exhibited in the recent [Project/Task Name]. Your contributions have significantly 

impacted our team's success and overall performance. 

Your [specific qualities or actions, e.g., leadership, creativity, collaboration] during this project 

were exemplary, and it did not go unnoticed by the entire team. I genuinely value your 

commitment and the positive energy you bring to our workplace. 

Thank you once again for your exceptional efforts. I look forward to our continued collaboration 

and the success we will achieve together in future projects. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


