[Your Name]

[Street Address]

[City, State ZIP Code]

[phone number - optional]

[email address - optional]

November 9, 2010

[Name of Recipient]

[Title]

[Company Name]

[Street Address]

[City, State ZIP Code]

Dear [Name of Recipient]:

As a valued member of my team, I wanted to take this opportunity to thank you for your hard work and dedication.

Throughout the years, I have had the opportunity to work with many people. However, you stand out as an employee who has never wavered in your committed to excellence. I have admired your strong work ethic and personal integrity.

In particular, I appreciated your work on [Briefly Describe a Recent Project]. Employees like you make my work all the more rewarding and enjoyable.

Again, thank you for all you do as a part of [Company Name].

Sincerely,

[Your Name]

