
Letter of Gratitude 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Department] 

[Your Organization] 

 

Dear Administrative Support Team, 

I am writing to express my heartfelt gratitude for the exceptional support you provide to our 

team. Your dedication and professionalism have not gone unnoticed, and I appreciate all the hard 

work you put into making our operations smooth and efficient. 

From managing schedules to coordinating meetings, your efforts greatly contribute to our 

success. It is reassuring to know that we have such a reliable and skilled team behind us. 

Thank you once again for your invaluable contribution. I look forward to continuing our 

collaboration and achieving great things together. 

 

Warm regards, 

[Your Name] 

[Your Position] 


