
Recognition of Outstanding Secretarial 

Support 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Letter of Recognition 

Dear [Recipient's Name], 

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

support over the past [specific time period]. Your efficiency, professionalism, and dedication 

have made a significant impact on our team's success. 

Your ability to manage tasks with attention to detail and your proactive approach in anticipating 

our needs have not gone unnoticed. Whether it's coordinating schedules, preparing documents, or 

ensuring smooth communication within the office, your contributions are invaluable. 

Thank you for your hard work and commitment. It is a pleasure to have you as part of our team, 

and I look forward to our continued success together. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


