
Recognition of Your Helpful Gesture 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally recognize and express my heartfelt 

appreciation for your recent gesture of kindness toward [describe the specific situation or action]. 

Your willingness to step in and assist during this time made a significant difference and did not 

go unnoticed. 

It is truly inspiring to see someone willing to lend a hand when it is needed most. Your kindness 

and support exemplify the values we hold dear at [Your Organization/Company Name], and I am 

grateful to have someone like you on our team. 

Thank you once again for your thoughtful and generous spirit. It is a pleasure to work alongside 

you, and I look forward to our continued collaboration. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization/Company Name] 


