
[Your Name]  

[Your Title]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

Ylva [Last Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear Ylva, 

I hope this message finds you well. I am writing to formally acknowledge 

[specific reason for the acknowledgment, e.g., receipt of documents, 

contribution, attendance, etc.]. 

Your [mention any specific quality, action, or contribution] has 

significantly [explain the impact it had, if applicable]. We greatly 

appreciate your efforts and the positive influence you've had on [mention 

any relevant projects, teams, or goals]. 

Thank you once again for your dedication and hard work. Should you have 

any questions or require further discussion, please feel free to reach 

out. 

Best regards, 

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Job Title] 


