
Letter of Appreciation 

Date: [Insert Date] 

To: [Colleague's Name] 

From: [Your Name] 

Subject: Appreciation for Your Exceptional Contributions 

Dear [Colleague's Name], 

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

appreciation for all the hard work and dedication you have demonstrated in your role. Your 

commitment has not only driven projects forward but has also played a crucial part in inspiring 

those around you. 

As you transition into your new role, I want you to know how much your efforts have been 

recognized. The team has seen remarkable improvements thanks to your leadership, innovative 

ideas, and ability to motivate others. It's a well-deserved advancement, and I am excited to see 

how you will continue to excel. 

Thank you once again for your outstanding contributions. I look forward to collaborating with 

you in your new position and am confident that you will continue to lead with excellence. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


