
Letter of Appreciation 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to express my heartfelt gratitude for the 

exceptional administrative assistance you have provided. Your dedication and proficiency have 

significantly contributed to the smooth operation of our team. 

Your attention to detail, organization, and ability to anticipate our needs have not gone 

unnoticed. You consistently go above and beyond to ensure that everything runs seamlessly, and 

your positive attitude makes a significant difference in the workplace. 

Thank you once again for your hard work and commitment. We are truly fortunate to have you 

on our team. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company/Organization Name] 

[Your Contact Information] 


