
Letter of Recognition 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Recognition for Exceptional Party Planning 

Dear [Recipient Name], 

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

for your extraordinary effort in planning the surprise party for [Occasion/Person's Name]. Your 

ability to execute such a complex event on short notice was truly impressive and spoke volumes 

about your exceptional organizational skills. 

The attention to detail you demonstrated, from the decorations to the catering, created a warm 

and welcoming atmosphere that was enjoyed by all. The joy and surprise on [Occasion/Person's 

Name]'s face were priceless, and that wouldn't have been possible without your dedication and 

hard work. 

Thank you once again for your creativity, resourcefulness, and leadership. You exceeded our 

expectations and set a high standard for future events. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


