SENDERA€™S ADDRESS

[Your Street Address]
[City, State ZIP Code]
[Email Address or Phone Number {optional)]

DATE

[Month Day, Year]

RECIPIENTA€™S ADDRESS

[Recipientd€™ s Name]
[Recipientd€™ s Tifle /Posifion]
[CompanyArganization Name]
[Street Address]

[City, State ZIF Code]

GREETING

Dear [Recipientd€ ™s Name]

BODY

e Siafe yourappreciation in the opening sentence (thankthe recipient specfically and menfion what for).
e FExplain the impactor significance (how their aciongifihelp benefited or touched you).
o (Oplonal: Add a personal note, express confinued hope for a relationship, or menfion a future inferacton.

CLOSING

Sincerely,

[Your Name]



