
Letter of Acknowledgment 

Date: [Insert Date] 

To: [Employee's Name] 

[Employee's Position] 

[Company Name] 

[Company Address] 

Dear [Employee's Name], 

I am writing to formally acknowledge your exceptional contribution and teamwork within our 

department. Your collaborative spirit and commitment have greatly enhanced our team's 

performance and fostered a supportive work environment.  

Your ability to communicate effectively and your willingness to assist others have not gone 

unnoticed. It is evident that you put in great effort to ensure that team goals are met while also 

supporting your colleagues.  

Thank you for being a reliable and cooperative team player. We truly appreciate your hard work 

and dedication, and I look forward to seeing your continued success in the future.  

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name]  


