
Letter of Appreciation 

Date: [Insert Date] 

To: [Colleague's Name] 

From: [Your Name] 

Subject: Acknowledgment of Your Outstanding Help 

Dear [Colleague's Name], 

I hope this message finds you well. I wanted to take a moment to express my heartfelt 

appreciation for your exceptional support on [specific project or situation]. Your dedication and 

expertise have not gone unnoticed. 

Your willingness to go above and beyond has made a significant impact on our team's success. I 

am truly grateful for your help in [specific examples of how they helped you]. Your positive 

attitude and collaborative spirit make working with you a great pleasure. 

Thank you once again for being such a reliable and helpful colleague. I look forward to our 

continued collaboration and achieving even more great results together. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


