
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Department/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I would like to extend my heartfelt 

thanks for [specific event or occasion] held on [date] at WKU.  

Your efforts in organizing this event made it a memorable experience for 

all attendees. I particularly appreciated [mention specific aspects you 

enjoyed or found valuable].  

Thank you once again for your hard work and dedication. I look forward to 

participating in future WKU events.  

Sincerely,  

[Your Name]  

[Your Title/Position, if applicable]  

[Your Department/Organization, if applicable] 


