
Date: ___________________________
To: [Colleagueâ€™s Name]
Department/Team: ___________________________

Dear [Colleagueâ€™s Name],

I am writing to express my heartfelt gratitude for your support, commitment, and outstanding contributions as a
valued member of our team. Your dedication and professionalism have not only made a significant difference in
our collective efforts but have also inspired me personally in many ways.

I especially appreciate your work on [describe a specific project, task, or situation, e.g., "the recent XYZ project"].
Your [mention qualities or actions, e.g., "attention to detail, innovative ideas, and willingness to help others"]
truly made an impact. The way you handled [specific challenge or aspect] demonstrated your expertise and
positive attitude.

Your willingness to go above and beyond, collaborate effectively, and support your coworkers has not gone
unnoticed. Your contributions have helped us achieve [specific achievements or goals, e.g., "a seamless project
delivery/result"] and have set an example for everyone on the team.

Thank you once again for being such a dependable and inspiring colleague. I am truly grateful to have the
opportunity to work alongside you and to learn from your dedication and approach.

Wishing you continued success and looking forward to achieving even more milestones together.

Warm regards,
[Your Name]
[Your Position]

___________________________
Signature (optional)


