
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to express my sincere 

gratitude for the invaluable experience I gained during my Bachelor of 

Business Administration program at [University/College Name].  

I would like to extend my special thanks for [specific contribution, 

assistance, or experience]. Your support has played a significant role in 

my academic journey and personal development.  

The knowledge and skills I acquired through your guidance have greatly 

prepared me for my future endeavors. I truly appreciate the time and 

effort you invested in helping me succeed.  

Thank you once again for your kindness and support. I look forward to 

staying in touch and hope our paths cross again in the future.  

Sincerely,  

[Your Name]  

[Your Student ID (if applicable)] 


