[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Date]

[Recipient's Name]

[Recipient's Position]

[Company/Organization Name]

[Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| am writing to express my heartfelt gratitude for your unwavering dedication and hard work.
Your contributions to [Project/Task/Company] have not gone unnoticed, and | want to take this
opportunity to acknowledge the remarkable effort and passion you bring to your role.

Your commitment to excellence has not only inspired your colleagues but has also significantly
impacted the success of our team. Your ability to [specific achievement or quality] truly sets you

apart, and |1 am incredibly thankful to have you on our team.

Thank you once again for your hard work and dedication. It is a privilege to work alongside
someone as talented and passionate as you.

Sincerely,
[Your Name]
[Your Position]

[Your Company/Organization]



