
Letter of Gratitude 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Recipient's Name] 

[Recipient's Title/Position] 

[Organization Name] 

[Organization Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

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

invaluable support and guidance you have provided me during my [mention specific progression, 

e.g., career advancement, educational journey]. Your encouragement and belief in my abilities 

have played a significant role in my progress. 

Your insights and advice have not only helped me to grow professionally but have also inspired 

me to strive for excellence in all my endeavors. I deeply appreciate the time and effort you have 

invested in my development. 

Thank you once again for your unwavering support. I look forward to continuing to learn and 

grow with your guidance. 

Sincerely, 

[Your Name] 


