[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Date]

[Colleague’'s Name]
[Colleague's Position]
[Company Name]
[Company Address]
[City, State, Zip Code]

Dear [Colleague's Name],
| hope this message finds you well. | am writing to express my heartfelt admiration for your
empowering spirit that truly inspires everyone around you. Your ability to uplift our team is

unmatched, and your positive attitude encourages us all to strive for excellence.

Thank you for being a beacon of positivity and for your unwavering support. Your leadership has
made a significant impact in our workplace, and |1 am incredibly grateful to work alongside you.

Wishing you all the best in your endeavors, and looking forward to achieving more together.
Warm regards,

[Your Name]
[Your Position]



