[Your Name / Company]
[Street address] · [City, Postcode] · [Phone] · [E-mail]


[Recipient name]
[Company / organisation]
[Street address]
[City, Postcode]
[Date]
Dear [Name],
Thank you so much for [what they did / gave]. It [meant a great deal to me / made a real difference because…].
[Add a specific detail that shows you noticed and appreciated the effort.]
I hope [to return the favour / to see you again soon / we will have the chance to work together]. Please pass on my thanks to [others involved] as well.
With warmest regards and sincere thanks,
Yours sincerely,

______________________________
[Your name]
Blue highlighted text = replace with your own. Delete this note before printing.




