Writing a Personal Thank You Note

The purpose of writing a thank you note is to express gratitude in a number of situations. It comes in both personal and business contexts. Ideally, your letter should be on paper rather than emailed. If you are emailing, you must send individual thank you notes rather than mass-emailing everyone who gave you a gift.

In most cases for a personal note, it’s not appropriate to set it out as a formal business letter. Instead, use good-quality notepaper or a nice greetings card. 
Personal

It’s appropriate to send a thank you note:

· When you receive a gift (especially important for wedding gifts). 

· When you’ve been a houseguest in someone’s home (this is sometimes called a “bread-and-butter letter”). 

· When someone has done a particular favor for you. 

Structuring a Personal Thank You Note
1. You should put your address at the top (or, if you know the recipient will already have your address, simply put the name of your town and state). Add the date. 

2. Address the recipient as “Dear [[name]]”, then open the letter by thanking them for the gift, hospitality or kindness offered. 

3. Your second sentence or paragraph should give some indication of your enjoyment or use of the gift. 

4. Some people like to go on to share a little news, especially if they have been out of touch with the recipient for a while. Some etiquette experts, though, suggest that the thank you note should purely be about the recipient’s kindness, not about your own life. I believe that in a personal context, it’s fine to share your news. 

5. A good closing sentence or paragraph is one which looks forward to seeing or speaking to the recipient – especially if a reunion or holiday is coming up. Mentioning “thank you ” again is a good idea, to emphasize the point of the letter. 

6. You should not end with “yours sincerely” but with a less formal phrase; “love” or “love from” is often appropriate for relatives, or “best wishes”, “warmest wishes” or even “thanks again”. 
Example of a Personal Thank You Note 
Here’s an example, from the Etiquette Grrls’ book More Things You Need to Be Told (p56):
September 1, 2005

Dear Katherine,

Thank you so much for the wonderful book about nineteenth-century architecture of Long Island that you sent me. Not only was it the perfect present (I haven’t been able to put it down!) but it will certainly come in handy for my studies. You always pick the perfect thing!
Again, thanks so much, and I’ll talk to you soon.

Love,
Bitsy
As you can see, a thank you note needn’t be long to be friendly, polite and effective.

