Writing a Thank You Note
Source: wikiHow.com

Writing a thank you note can be a great way to express gratitude for receiving a gift (material or otherwise). Consider following these steps when writing your note or letter, to help make your thank you more expressive and heart-felt.

1. Buy special stationery, such as nice paper or blank cards. The stationery doesn't have to be expensive, since receiving a gift is special. And so is thanking your gift-giver.

2. Decide whether you would prefer to type your letter or hand-write it . Handwriting has a more personal touch, while a printed thank-you note has a more professional feel.

3. Convey your intent from the beginning. Do not write "To whom it may concern" or something else impersonal. Use the same form of address that you would if you were speaking to the person, for instance "Dear Bob," for a friend or "Dear Ms. Cathcart," if the giver is your manager or boss.

4. Start your letter out by thanking the person for the item or service he or she provided. An easy way to segue into the thank you is starting out "I would like to thank you for ..."

5. Explain how you plan to use the gift, or explain how the gift or service has already been used. For monetary gifts, it is good to let your gift-giver know how you will spend (or have already spent) the money. If it was a service that your gift-giver rendered you, don't forget to explain how much you appreciated the help.

6. Acknowledge a person's efforts if the gift was given as part of an event. If the gift was given during an event or gathering, express happiness that the person attended or regret that person couldn't make it. Try "I'm glad you were able to make it to [...] It was wonderful to see you" or "I'm sorry you couldn't make it to [...]" If there was no event, skip this step and the next one.

7. Convey your feelings on the event. "I had a wonderful bridal shower..." It also helps to mention a personal feeling such as "I was just so happy with the party favors", especially if the person was involved with the set up.

8. Finish your note by mentioning that you want to see or talk to the person again soon. For close relatives and friends, you can also tell them how much you miss that person's company and express regret that his or her visit was short.

9. Sign your thank you note personally and with heart. Do not use "Sincerely" or "Cordially" as these are more for business. Try "Love", "Yours truly", or "Take care".
Tips for thank you notes
· Using stationery is always a nice touch. If you are thanking someone for a gift given at an event, try stationery that matching colors and styles of the event.

· Send a thank-you note as soon as possible so the recipient does not feel that you have forgotten her or him.

· If you have several thank-you letters to write, consider buying a box of gift cards.

· Thanks should be expressed for material and immaterial things. Someone who helped set up or clean up should be thanked just as much as the person who threw the party.

· Include a return address.

· If the letter is to a good friend, you can include an inside joke or a bit of news for a more personal touch.

· If you are sending several thank you notes, be careful not to say exactly the same thing in each one. Make each note personal. It will mean more that way.

· A thank-you note need not be long, just genuine. If blank space on the page bugs you, use a small note card rather than a larger sheet of paper.

· The word "generous" is always a bad word to use. People easily see through it if you don't mean it. If you actually do like the gift, use describe it by saying things like, "it's a hoot!"

Warnings

· Do not send thank-you notes via e-mail.

· Send your thank-you note via postal mail always, even if you see the person every day or week.

· Should you decide to go the handwritten route, don't use a pencil to write the address or note itself. The address can smear and then your letter won't arrive and also the note could smudge and look dirty, taking away from the nice feeling you have tried to create.

· Make sure your writing is legible.

· Never write a snide or sarcastic thank-you note. It is better to say nothing than to prove that you cannot be grateful for someone's time and effort.

Materials
· Paper (stationery preferred)

· Pen

· Envelope

· Postage stamp
