
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I wanted to take a moment to express 

my sincere gratitude for [specific reason for thanking the recipient]. 

Your support and assistance have made a significant impact, and I truly 

appreciate your efforts.  

[Optional: Include a brief personal message or anecdote related to the 

reason for your gratitude.]  

Thank you once again for your invaluable contribution.  

Sincerely,  

[Your Name]  

CC: [CC Recipient 1 Name], [CC Recipient 1 Title], [CC Recipient 1 

Company/Organization]  

CC: [CC Recipient 2 Name], [CC Recipient 2 Title], [CC Recipient 2 

Company/Organization] 


