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to consider for any type of note, particularly the business thank you note, are shown 
in the photo. I recommend buying several kinds to have on hand at all times.

Top left: Correspondence card. 
These are usually on heavier 
stock and really make a classy 
statement when engraved with 
your name. 

Top right: Monogrammed 
note card—for any occasion, 
including a business note of 
thanks.

Bottom: Rimmed note card—
perfect to use for a classy and 
professional thank you note, or 
for any personal social note.

Use a quality pen.
If a Waterman is not in your budget, buy the best you can afford.  Even discount-store 
gel pens write well. Black ink is the most professional. 

Timeliness is key.
Mail or send the note within a few days of the event. Hand address the envelope and 
use a real stamp, not a postage meter.

Clearly, you will stand out as a consummate professional when you take the time to 
send your thanks with style.
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Tips for  Business  Thank You Notes
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