
Letter of Acknowledgment 

Date: [Insert Date] 

Dear [Recipient's Name], 

I am writing to express my sincere gratitude for your invaluable assistance in planning the [Event 

Name] that took place on [Event Date]. Your expertise and commitment played a crucial role in 

the success of the event. 

From coordinating logistics to managing the guest list, your attention to detail ensured 

everything ran smoothly. The feedback we received from attendees was overwhelmingly 

positive, and it wouldn't have been possible without your hard work. 

Thank you once again for your support. I look forward to the opportunity to collaborate with you 

on future events. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


