Formal Appreciation Letter Template

Use our free Formal Appreciation Letter to help you get started.

To,
_______________
_______________

Date (Date on which the letter is written)

From,
______________
______________

Sub:__________________________

Dear Mr._____________(Name of the person),

I am writing this letter to appreciate your dedication and efforts in successfully conducting _____________ (event name). I am truly impressed by the arrangements done by you and your team. The efforts made by you for ____________________(mention reasons) truly deserves appreciation. Everyone present at the event appreciated your work and were also very impressed by the hospitality done by your staff. They all are really very hard working and efficient.

I would personally like to thank you for such an amazing event and wish you all the best.

Yours sincerely,

(Name of the sender)

(Designation)

Sample Letter

Below is a sample of a formal appreciation letter.

To,
Mr. Albert D Costa,
Star Event Management,
Graham road, Atlanta.

Date: February 24, 2017

From,
Henry Lewis,
112, Lewis Mansion,
Atlanta.

Sub: Letter of appreciation

Dear Mr. D Costa,

I am writing this letter to wholeheartedly congratulate you and appreciate you for your marvelous work at my daughter’s wedding. The event seemed like a very grand one and the efforts taken by your team in designing this whole concept is commendable and deserves appreciation. Everyone present at the time of wedding loved the arrangements and has appreciated your work. I loved the decoration done by your staff and the preparation of wedding songs really added it to the beauty of the occasion.

Thank you for organizing such a beautiful day. Wish you all the best for your future works.

Yours sincerely,

Henry Lewis

