Thank you letters need to be sent out under a variety of circumstances. You may need to thank someone for attending an event, for a job interview or simply to thank your family for inviting you to a function. Broadly they can be classified under the business and personal notes. The following points can help ensure that you send out the message correctly.

· When writing a business thank you letter remember to be clear and concise. Remember your aim is to continue the relationship and strengthen the bond. Clarity and simplicity will help your client retain you in their memory.

· Always send it out on the company letterhead for the same reason as above. You want to be remembered by your client.

· Include minor details while appreciating the event. This will indicate that you were a keen participant and not just doing your duty by attending it.

Informal thanks will come naturally. The best way to ensure that it gives out the right message is to write it the very next day when the events are still fresh in your mind.

