
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[YXY]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to express my heartfelt 

appreciation for your outstanding contributions to [specific project, 

initiative, or team]. Your dedication and hard work have significantly 

impacted our success.  

Your [specific qualities, skills or actions] have not gone unnoticed, and 

I am particularly impressed by [specific examples]. It is evident that 

you go above and beyond to ensure that [certain outcomes or objectives] 

are achieved.  

Thank you once again for your commitment and enthusiasm. I look forward 

to continuing our collaboration and achieving more great things together 

at [Your Company].  

Warm regards,  

[Your Name]  

[Your Position] 


