
Letter of Gratitude 

Date: [Insert Date] 

Dear [Assistant's Name], 

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

for all the hard work and dedication you have shown as my personal assistant. 

Your ability to go above and beyond in every task is truly remarkable. The way you manage my 

schedule, prioritize my needs, and anticipate challenges has made a significant impact on my 

productivity and peace of mind. 

Thank you for your unwavering support, your attention to detail, and your positive attitude. I am 

incredibly fortunate to have you by my side and I greatly appreciate everything you do. 

With sincere appreciation, 

[Your Name] 

[Your Position] 


