
[Your Name]  

[Your Position]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[ZGP (or ZGP's Organization Name)]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. I am writing to express my sincere 

appreciation for [specific contribution or support provided by ZGP]. Your 

efforts in [describe specific actions or initiatives] have greatly 

impacted [mention outcomes or benefits related to your organization or 

team].  

Your [attributes such as dedication, professionalism, teamwork] exemplify 

the values that we hold dear at [Your Organization]. It has been a 

pleasure collaborating with you and your team.  

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

continued partnership and future successes together.  

Warm regards,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position] 


