
Letter of Acknowledgment 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

We are writing to formally acknowledge and express our gratitude for your exceptional 

contributions to [Service/Organization Name]. Your dedication and hard work have significantly 

impacted our community. 

Your efforts during [specific event or period] have not gone unnoticed. The [specific 

achievement or contribution] exemplifies the spirit of service and commitment that we value in 

our organization. 

Thank you once again for your outstanding service. We look forward to your continued 

involvement and contributions. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


