THANK YOU FOR PRESENT

[DATE, ex. Wednesday, June 11, 1998]

[NAME, COMPANY AND ADDRESS, ex.

John Smith

XYZ Inc.

1234 First Street

Suite 567

Anycity, Anystate  85245]

Dear [NAME, ex. John Smith],

Thank you for [STATE PRESENT, the baseball tickets]!  [COMPLIMENT THE PRESENT, ex. As you know, I love the Toronto Blue Jays and I rarely get a chance to see them at the stadium.]

I will indeed enjoy your gift, and I look forward to seeing you soon.

Best regards,

[YOUR NAME, ex. Jill Jones]

