
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

appreciation for your outstanding contributions to [specific project or 

area] during our recent collaboration.  

Your expertise in Zhongwen has been invaluable, and the passion you bring 

to your work has greatly influenced our team. The way you [mention 

specific actions or qualities, e.g., "navigated complex language 

challenges" or "facilitated communication with diverse stakeholders"] has 

made a significant impact on our success.  

Thank you once again for your dedication and professionalism. I look 

forward to our continued partnership and the exciting opportunities 

ahead.  

Warm regards,  

[Your Name]  

[Your Position]  

[Your Company/Organization] 


