
Letter of Recognition 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company/Organization: [Recipient's Company] 

Dear [Recipient's Name], 

I am writing to formally recognize and express my heartfelt gratitude for your exceptional 

guidance and support during [specific project or time period]. Your ability to [mention specific 

skills or contributions] has not only enhanced our team's performance but has also inspired those 

around you. 

Your leadership and dedication have been invaluable, and it is clear that you have a genuine 

commitment to our collective success. Thank you for being an outstanding mentor and for your 

unwavering support. 

We are incredibly fortunate to have you as a part of our team, and I look forward to continuing to 

learn from your expertise. 

Warmest regards, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 


