English Bites with Zara Take Your English in Bites

Correspondence Bites
Sample Thank-You Note 1

Thanking Someone for a Gift

Subject: Thank You for Your Thoughtful Gift

Dear Aunt Susan,

Thank you so much for the beautiful cookbook you gave me for my birthday. It was
such a thoughtful gift, and I can't wait to try some of the recipes.

Your kindness and generosity mean a great deal to me. Every time I use the book, I'll
think of you.

Thank you again for making my birthday so special. I hope to see you soon.

With love,

Zara

Why This Note Works

v/ Expresses appreciation immediately.
v Clearly states what the gift was.
v Includes a personal touch.

v Ends warmly.

Sample Thank-You Note 2
Thanking Someone for a Dinner Invitation

Subject: Thank You for a Wonderful Evening

Dear Emily,

Thank you so much for inviting me to dinner last Saturday. I had a wonderful time
spending the evening with you and your family.

Everything was delicious, but I especially enjoyed your homemade lasagna. It was also
great catching up and sharing so many laughs together.

Thank you again for your warm hospitality. I hope we can get together again soon.
Warm regards,

Zara
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English Bites with Zara Take Your English in Bites
Why This Note Works

v Thanks the host right away.

v Mentions the occasion.

v Includes a specific personal memory.
v Ends with future plans.

Sample Thank-You Note 3
Thanking Someone for Their Help and Support

Subject: Thank You for Your Support

Dear Professor Brown,

I wanted to thank you for taking the time to write my recommendation letter. I truly
appreciate your support and encouragement throughout the application process.

Your confidence in my abilities means a great deal to me, and I'm grateful for the time
and effort you invested in helping me.

Thank you again for your kindness and generosity. I sincerely appreciate everything
you have done for me.

Best regards,

Zara

Why This Note Works

v’ States the purpose immediately.

v Explains exactly what the writer is thankful for.
v Acknowledges the person's time and effort.

v Maintains an appropriate professional tone.

Gift: emotional connection ("I'll think of you every time I use it.")
Dinner: shared memory ("I especially enjoyed your homemade lasagna.")
Support: recognition of time and effort ("Thank you for taking the time..")
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