Sample #1: A personal business thank-you letter
Un-Conf LLC
High Street 123
London [POSTAL CODE]
6 March 2018
Brian Peters
Hospital-ly LLC
Low Lane 47
London [POSTAL CODE]
Dear Brian:
I would like to thank you for your help organising the “Tech Un-Conference” in London earlier this month. Without your support, my company could not have managed to accommodate the speakers, which might have resulted in most of them not being able to participate.
As gratitude, I would like to invite you and your employees to a series of online coding workshops, which you can attend at any time that is convenient for you.
I would ask you to select the technology or language that is of the most interest to each of you and get back to me by the end of the next week. I will then send you your personal registration codes. You can reach me either at name@company.com or phone number +440000000000.
If you have any questions or need more information about the available workshops, please don’t hesitate to contact me.
Kind regards,
Angela Markovic
Un-Conf LLC
High Street 123
London [POSTAL CODE]
Enclosed: Un-Conf Workshops Brochure
