
Letter of Appreciation for Recognition and 

Advancement 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to express my heartfelt gratitude for the recognition and advancement I recently 

received at [Company Name]. It is an honor to be acknowledged for my contributions, and this 

promotion is a milestone that motivates me to continue striving for excellence. 

Your leadership and support have played a pivotal role in my professional growth, and I am truly 

appreciative of the opportunities presented to me. I look forward to taking on new challenges and 

contributing even more to our team's success. 

Thank you once again for your encouragement and belief in my abilities. I am excited about the 

future and proud to be a part of [Company Name]. 

Sincerely, 

[Your Name] 


