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A Thank You Blueprint 
 

First, let’s go over the basics of what you should include in a 

thank you: 

1. Greeting 

2. Express your gratitude and clearly state what it’s for 

3. Mention details about what you enjoyed about your 

experience with that person 

4. Mention the past, but also slyly mention the future 

5. Thank them again, using different words 

 

Fill-in-the-blank  

Dear __________, 

Every time I see you I smile. Why? Because you’ve always been 

there for me, you ______ and __________, and never let me 

down.  

Yesterday, when we met at the ___________ it really meant 

the world to me. You took the time to ________ and because of 

you, I ___________.  

I’m so grateful to have friends like you. And I can’t wait to ____ 

again soon! You’re the bee’s knees. The cat’s pajamas. The 

peanut butter to my marshmallow fluff. 

xo, {Name} 
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Thank You Writing Prompts 
I just had to send a big Thank You for __________. I’m in awe of your 

gifts and appreciate all you do. 

Today was a stellar day because I got to ________ with you! Thank you 

so much for _____!  

When it comes to awesome people, you’re at the top of my list. Thanks 

so much for _____. 

Thanks for trusting me with _____________. I love working with you 

and am grateful for the chance to support your dreams.  

Just had to let you know you made my day! It is such a pleasure to work 

with someone like you. My favorite part was __. Let’s do it again soon!  

Thank You for letting us help you today. We are honored by your 

loyalty and appreciate all you do. 

Today was a good day because we got to work with you! We truly 

appreciate it.  

Thanks for trusting us with your latest project. We love working with 

you and are grateful for the chance to support your dreams.  

Just had to let you know you made our day today! It is such as pleasure 

to work with someone like you – let’s do it again soon!  

I’m so grateful for the relationship I’ve built with you. And I’m 

constantly amazed by your hard work, dedication, and outstanding 

accomplishments. What you do makes a difference and I wanted you to 

know that someone out there notices.  

Way to Go! Many people have dreams of ___, but not all realize that 

dream. You did it and I just had to give you props. ___________you did 

is not easy. Thanks for the inspiration!  
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