
Letter of Appreciation 

Date: [Insert Date] 

To, 

[Colleague's Name] 

[Colleague's Position] 

[Company Name] 

[Office Address] 

Dear [Colleague's Name], 

I hope this message finds you well. I am writing to express my heartfelt appreciation for the 

incredible support and motivation you have provided me during [mention specific project or time 

period]. Your encouragement and positivity have made a significant difference in my work life. 

Thanks to your unwavering support, I was able to overcome challenges and stay focused on my 

goals. Your insights and willingness to help have not only inspired me but have also fostered a 

collaborative team spirit. 

I am truly grateful to have you as a colleague and a friend. Thank you once again for everything. 

I look forward to continuing our work together! 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Company] 


