Thank You Notes
For more information on thank you notes (more personal ones), visit:

http://www.themorningnews.org/archives/how_to/how_to_write_a_thankyou_note.php

Step 1:  Express your gratitude

What are you thankful for?  Try to be as specific as possible.

· Thank you very much for your valuable feedback on…
· Thank you for your [assistance on / help with]…
· Thank you for the wonderful party and your generous gift.
· Thank you for your hospitality during my recent visit to …
· Thank you for a very fruitful meeting.
· Thank you for your valuable suggestion.
· Thank you for your interesting and insightful presentation.
· Thank you very much for your glowing letter of recommendation.
· Thank you for…
Step 2:  Discuss use

Say something nice about the item, information or action and discuss how you have used or will use it. 

· Your _____________ has/will not only … , but will also …
· Ever since….I/we…
· It will be a great help when I/we…
Many expressions are possible here.

Step 3: Mention the past, allude to the future

· I will call soon, but I wanted to take time to say thanks.

· It was great to work with you on this project, and I hope that we will have a chance to work together again in the near future.
· It was a great pleasure to meet you, and please let me know if there is any way I can return the favor.
· Please let me know if you visit …, and I would be happy to show you around.
· I greatly appreciate all your support, and I look forward to…
· I greatly appreciate all you have shared with us, and I hope to…
Step 4: Say ‘thank you’ again


· Thank you for again for your assistance with…

· [Thank you / Thanks] again for…

· Once again, I really appreciate…







