
Letter of Recognition 

Date: [Insert Date] 

To: [Colleague's Name] 

From: [Your Name] 

Subject: Recognition of Shared Success 

Dear [Colleague's Name], 

I hope this message finds you in great spirits. I am writing to take a moment to recognize and 

appreciate your contributions to our recent project, [Project Name]. Your efforts played a crucial 

role in our team's success, and I genuinely wanted to acknowledge the impact you have made. 

Your dedication to your work, collaborative spirit, and innovative ideas have not only inspired 

the team but have also set a high standard for all of us. The results we achieved together are a 

testament to the great partnership we share. 

Thank you for your hard work and commitment. It is a pleasure working alongside you, and I 

look forward to more successful collaborations in the future. 

Warm regards, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


