
Letter of Praise 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Your Name] 

Subject: Appreciation for Outstanding Performance 

Dear [Employee's Name], 

I hope this message finds you well. I am writing to take a moment to recognize and appreciate 

your exemplary performance as an administrative assistant. Your dedication, professionalism, 

and attention to detail have not gone unnoticed. 

Your ability to manage multiple tasks efficiently while maintaining a positive attitude is truly 

commendable. The support you provide to our team and the seamless way you handle 

administrative duties play a vital role in our overall success. 

Thank you for your hard work and commitment. We are lucky to have you as part of our team. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


