[bookmark: _GoBack]Thank You Sample Letter For Help, Support Or Assistance

[Senders Name]
[Address line]
[State, ZIP Code]
[Letter Date]
[Recipients Name]
[Address line]
[State, ZIP Code]
[Subject: Normally bold, summarizes the intention of the letter] -Optional- 

Dear [Recipients Name],
I really must express my gratitude for the help you freely gave me to pass my Spanish class. I realize how busy you are and know that it took a lot of time to get me ready for the test. I know I was on the verge of failing the class, and I could not get my head around the language at all. Your patience was much appreciated, and it is through your help that I have managed to pass the class with one of the best marks.

You are the sort of family friend that anyone would love.
Sincerely, 

[Senders Name]
[Senders Title] -Optional-
[Enclosures: number] -Optional- 
cc: [Name of copy recipient] -Optional-
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