
Letter of Acknowledgment 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company Address] 

Dear [Recipient's Name], 

I am writing to formally acknowledge and express my heartfelt gratitude for your exemplary 

service during this recent surge in our operations. Your commitment and dedication to your role 

have not gone unnoticed. 

During these rush times, your ability to maintain high-quality work while handling increased 

demands has been truly commendable. Your exemplary efforts contributed significantly to our 

team's success and ensured that we met, and often exceeded, our goals. 

Thank you for your hard work, flexibility, and professionalism. We are fortunate to have 

someone of your caliber on our team. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company/Organization Name] 


