Letter of Appreciation
Free template and a complete example from all-docs.net. No signup required. Name the exact thing the person did, and send it within a few days.
Template
[Date]

Dear [Name],

Thank you for [the specific thing they did]. When [the situation or challenge], you [what you did], and [the result].

[One line on the skill or quality it showed, and its impact on the team, the client, or the company.]

Thank you for [the quality you value in them]. [A warm, sincere closing line.]

With appreciation,
[Your Name]
[Title]
Filled example: a specific achievement
22 July 2026

Dear Priya,

Thank you for the way you handled the Meridian account migration last month. When the client moved their deadline up by two weeks, you rebuilt the rollout plan over a weekend, briefed the team on Monday, and we still went live on time with no downtime.

That took real skill and real ownership, and the client noticed: their operations lead wrote to say it was the smoothest migration they had run. You made the whole team look good.

Thank you for the care you put into your work. It does not go unseen, and I am glad to have you on the team.

With appreciation,
David Mwangi
Head of Delivery
Filled example: steady, reliable work
Dear Samuel,

I want to thank you for a year of steady, reliable work on the support desk. You have closed every month-end report on time and without an error, and you are the person the new starters always go to first.

None of that makes noise, which is exactly why I want to name it. The team runs on people who do the unglamorous parts well, and you are one of them.

Thank you for the standard you set. I am glad to have you here.

With appreciation,
Amina Yusuf
Support Team Lead

Names, addresses, phone numbers and email addresses in the examples above are fictional. Replace every one of them with your own before you send anything.
Free template from all-docs.net/formal-letter/appreciation-letter/
