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O O A letter of thanks or thank[J

you letter iS a letter that IS used when one party wishes toexpress appreciations to another party. There are two main
types of thank-you lettersC] business thank-you letters and personal thank-you letters.Business Letters Of Thanks
[0 There are numerous situations in day-to-day business that Can warrant a thank-you letter.Some typical
situations included appreciation for special consideration extended by anotherorganizationd thanking a speaker
for a presentation at a board meeting[d customer appreciationletters thanking customers for their patronage

[0 thanks to employees for exceptional service orperformancel] thanks to an individual or organization for a
customer referral(] appreciation tovolunteer service workers for their personal contributions to a public service
campaignl] etc.Personal Letters of Thanks[] (1 As with business situations[] there are many instances in
day-to-day life that can warrant a formal thank-you letter.Examples of typical personal thank-you letter situations
includel] afollow-up thanks after a job interview or offer(] thanks to a company or institution in appreciation for
exceptional customer service received(] letter to friends and[] or neighbors fortheir support during a difficult
period] letters for wedding giftst] thanks to a service club or agency for support given to family membersJ social
occasion thank-you letters for a wide variety of social situations[] etc.
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